(3x  OBBW 

jiumbsiwjs 

fliBmwmsis 


University  of  Albe 
Printing  Departm 


Digitized  by  the  Internet  Archive 
in  2019  with  funding  from 
University  of  Alberta  Libraries 


https://archive.org/details/urbanassistantprOOjohn 


IttfcSVS 

f  ) 


THE  UNIVERSITY  OF  ALBERTA 


THE  URBAN  ASSISTANT  PRINCIPAL  OF  ELEMENTARY 
AND  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 


A  THESIS 

SUBMITTED  TO  THE  FACULTY  OF  GRADUATE  STUDIES 
IN  PARTIAL  FULFILMENT  OF  THE  REQUIREMENTS  FOR  THE  DEGREE 

OF  MASTER  OF  EDUCATION 


DIVISION  OF  EDUCATIONAL  ADMINISTRATION 

t>y 

JOHN  DOUGLAS  MCLEOD 


EDMONTON,  ALBERTA 
AUGUST,  1959 


UNIVERSITY  OF  ALBERTA 


FACULTY  OF  GRADUATE  STUDIES 


The  undersigned  hereby  certify  that  they  have 
read  and  recommend  to  the  Faculty  of  Graduate  Studies 
for  acceptance,  a  thesis  entitled  "The  Urban  Assistant 
Principal  of  Elementary  and  Elementary  Junior  High 
Schools”  submitted  by  John  Douglas  McLeod  in  partial 
fulfilment  of  the  requirements  for  the  degree  of 
Master  of  Education. 


ABSTRACT 


The  assistant  principal  studied  in  this  research  is 
the  person  next  in  authority  to  the  principal.  He  is  employed 
in  the  elementary  and  elementary  junior  high  schools  of  the 
larger  urban  centers  in  Alberta.  An  attempt  is  made  to 
determine  his  administrative  role  and  to  indicate  the  duties 
associated  with  him.  Included  is  a  review  of  the  working 
situation  and  background  of  the  assistant  principal. 

Information  for  the  study  was  obtained  from  a 
questionnaire  completed  by  principals  and  assistant  princi¬ 
pals  of  elementary  and  elementary  junior  high  schools  in  the 
public  school  systems  of  Edmonton,  Calgary,  and  Lethbridge. 
Four  categories  of  assistants  were  recognized,  depending  on 
the  size  and  type  of  school  in  vtfiich  they  worked. 

The  duties  associated  with  assistant  principals  in 
each  of  the  categories  were  found  to  be  much  the  same.  There 
were  very  few  duties  in  which  assistant  principals  had  a 
major  share  of  responsibility,  but  there  was  a  great  number 
and  variety  of  duties  where  they  had  some  responsibility. 
Principals  and  assistant  principals  both  indicated  that 
assistant  principals  should  do  more  in  most  of  their  present 
duties  and  have  responsibility  in  others.  A  need  for  more 
administrative  time  for  the  assistant  principal  was  stressed. 
Principals  were  in  close  agreement  in  their  expectations  of 


. 


the  duties  of  assistant  principals  when  conflicts  were  con¬ 
sidered  significant  at  the  .01  level  of  confidence.  Both 
indicated  that  assistant  principals  had  little  responsibil¬ 
ity  in  the  instructional  program  of  the  school,  but  felt 
that  more  should  be  done  here  by  the  assistant  principal. 

Few  principals  and  assistant  principals  looked  upon 
the  assistant  principal  as  a  co-ordinate  worker  with  the 
principal.  They  also  considered  that  assistants  had  a 
minor  share  in  the  administration  cf  the  school  and  few 
administrative  duties  of  their  own. 

The  study  concludes  that  the  function  of  the  assist 
ant  principal  is  mainly  one  of  supporting  the  principal  in 
his  role  through  sharing  in  many  of  the  principal’s  respon¬ 
sibilities.  Shared  duties  requiring  the  most  attention  and 
time  of  the  assistant  principal  were  the  control  and  discip 
line  of  pupils  and  the  development  of  the  philosophy  and 
policies  of  the  school. 

Principals  were  mainly  responsible  for  the  admin¬ 
istrative  training  of  their  assistants,  and  one  of  the 
recommendations  of  this  thesis  is  that  the  central  office 
provide  the  principal  with  definite  direction  in  this  area. 
It  is  also  suggested  that  many  of  the  duties  assumed  by 
assistant  principals  could  be  delegated  to  or  shared  with 
the  school  staff,  and  many  other  routine  duties  could  be 
assumed  by  competent  stenographic  assistance.  More  time 
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free  from  teaching  is  suggested,  particularly  if  the  duties 
of  the  assistant  principal  are  clearly  defined.  Some 
consideration  is  given  to  having  the  assistant  principal 
function  as  an  instructional  assistant  for  the  school. 
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CHAPTER  I 


INTRODUCTION 

MTh.e  increasing  complexity  of  school  populations, 
organizations  and  curricula  has  created  a  need  for  adminis¬ 
trative  personnel  to  aid  the  principal  in  his  duties”.1 

The  Alberta  School  Act  provides  that  v/hen  a  school 

reaches  the  size  of  eight  classrooms,  the  principal  must 

2 

have  an  assistant.  The  office  of  the  assistant  principal  in 
Alberta  urban  centers  has  been  established  and  accepted.  It 
is  recognized  materially  in  that  the  assistant  principal 
generally  receives  a  stipend  equal  to  half  the  administrative 
allowance  paid  to  the  principal.  This  recognition  suggests 
that  the  assistant  principal  is  expected  to  undertake  res¬ 
ponsibilities  beyond  those  of  a  classroom  teacher. 

The  function  of  the  assistant  principal  in  urban 
elementary  and  elementary  junior  high  schools  is  one  which 
would  not  be  rigidly  defined  in  terms  of  specific  duties 
to  include  all  situations  in  which  the  assistant  principal 
is  employed.  Schools  differ  sufficiently  in  size,  grade  level 


•1-Richard  W.  Jarret,  ”The  Activities  of  the  Assistant 
Principal  in  Secondary  Schools”,  The  Bulle t in  of  the  National 
Association  of  Secondary  School  Pr incipals ,  42,  September 
1958,  p.  28. 

2The  School  Act  of  the  Revised  Statutes  of  Alberta, 
1955,  section  370,  part  2. 
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and  in  individual  organization  to  produce  a  variety  of  con¬ 
ditions  making  it  necessary  for  assistants  to  assume  duties 
peculiar  to  their  own  schools.  Principals  differ  in  the 
manner  and  extent  in  which  they  delegate  responsibility  to 
their  assistants.  The  administrative  function  of  the  assist¬ 
ant  principal  is  one  in  which  many  of  his  duties  are  shared. 
Consequently,  the  degree  that  the  assistant  principal  shares 
particular  duties  will  vary  according  to  the  principal  and 
the  individual  school  situation. 

It  would  not  appear  reasonable  then,  to  allocate 
duties  applicable  to  all  assistant  principals.  At  the  same 
time,  this  does  not  eliminate  the  need  for  the  assistant 
principal  having  definite  administrative  duties  relevant  to 
his  own  working  situation. 

The  core  of  the  problem  is  to  determine  the  duties 
that  assistant  principals  have  and  the  duties  they  should 
have  in  the  opinions  of  principals  and  the  assistant  prin¬ 
cipals  themselves.  There  is  a  recognition  of  factors  within 
the  working  situation  of  the  assistant  principal  which  bear 
directly  upon  what  he  does  and  what  might  be  expected  of 
him  as  an  administrator.  Preparation,  in  the  way  of  training 
and  experience  background  influences  the  scope  and  emphasis 
of  duties  identified  with  the  assistant  principal. 

Although  the  principal  and  the  assistant  principal 

work  in  the  same  place,  the  function  of  the  second  adminis- 
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trator  nay  not  be  understood  and  interpreted  in  the  same  way 
by  both  principal  and  assistant.  There  may  be  differences 
of  opinion  between  the  expectations  of  principals  and  assist¬ 
ant  principals  concerning  the  duties  of  assistant  principals. 
These  differences  are  part  of  the  problem  to  be  investigated. 

THE  PROBLEM 


Statement  of  the  Problem 

An  investigation  of  the  function  of  the  assistant 
principal  has  many  aspects  among  which  are  the  definition 
of  duties  and  the  identification  of  factors  affecting  their 
practice  and  emphasis.  The  considerations  studied  are: 

1 .  Present  duties  of  assistant  principals .  What 
are  the  present  duties  of  urban  assistant  principals  of 
elementary  and  elementary  junior  high  schools,  in  the  opinions 
of  the  principals  and  assistant  principals  of  these  schools? 

2 .  Proposed  dutie s  of  assistant  principals .  What 
duties  should  urban  assistant  principals  of  elementary  and 
elementary  junior  high  schools  have,  in  the  opinions  of  the 
principals  and  assistant  principals  of  these  schools? 

3.  Factors  relating  to  assis tant  principals  perform¬ 
ing  their  duties.  What  is  the  working  situation,  training 


experience  and  background  of  the  'urban  elementary  and 


• 
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elementary  junior  high  school  assistant  principal? 

Limi tat  ion  of  the  Problan 

Little  research  has  been  done,  particularly  in 
Canada,  on  the  assistant  principal.  This  is  especially  true 
of  the  teaching  assistant  principal  which  is  the  subject  of 
this  investigation.  It  should  be  understood  that  any  con¬ 
clusions  or  insights  concerning  the  assistant  principal  must 
be  considered  as  provisional  and  subject  to  revision  in  the 
light  of  further  research. 

The  assistant  principals  under  consideration  are  em¬ 
ployed  in  the  urban  public  schools  of  Edmonton,  Calgary  and 
Lethbridge.  Only  assistant  principals  of  elementary  and 
elementary  junior  high  public  schools  are  included.  Informa¬ 
tion  concerning  assistant  principals  is  provided  by  principals 
and  assistants  who  work  in  school  situations  similar  to  those 
in  which  the  assistant  principals  studied  are  employed. 

The  present  study  is  confined  to  the  person  who  is 
next  in  authority  to  the  principal  and  does  not  include  second 
assistants,  or  other  subordinates  to  the  principal. 

The  assistant  investigated  is  a  teaching  assistant 
principal  who  has  the  responsibility  of  a  part-time  admin¬ 
istrator  in  addition  to  teaching  a  regular  class.  The  study 
includes  the  administrative  duties  of  the  assistant  principal 
apart  from  his  regular  teaching  obligations. 


CHAPTER  II 


RELATED  STUDIES 

There  are  not  many  studies  dealing  with  the  assistant 
principal,  particularly  in  the  elementary  field  where  the 
assistant  is  usually  in  charge  of  a  classroom.  Some  of  the 
literature  examined  deals  with  the  elementary  area  and  some 
of  it  relates  to  the  junior  high  school  situation  in-as-much 
as  secondary  schools  may  include  grades  seven,  eight  and 
nine.  The  best  studies  have  probabljr  been  made  at  the 
secondary  school  level  and  are  concerned  with  the  supervising 
assistant  principal. 

Usually,  a  supervising  assistant  principal  spends  all 
or  a  major  portion  of  his  time  with  the  administration  of 
the  school.  This  type  of  assistant  principal  does  not  exist 
in  Alberta,  at  least  not  at  the  elementary  or  elementary  junior 
high  school  level.  The  teaching  assistant  principal  spends 
a  major  portion  of  his  time  teaching,  and  indeed  may  have  no 
scheduled  time  free  from  his  own  classroom. 

In  view  of  the  scarcity  of  related  literature,  the 
allied  studies  presented  include  some  situations  quite 
like  those  of  our  own,  and  others  which  are  applicable  to 
assistant  principals  who  have  more  time  to  devote  to  duties 

Studies  including  supervising  assistants, 


of  administration. 


6 

will  afford  some  constructive  help  in  suggesting  areas  of 
responsibility  for  teaching  assistant  principals. 

I.  THE  VICE-PRINCIPALSHIP  IN  NEW  JERSEY 

An  investigation  by  S.I.  Pfeffer  was  made  to  ascer¬ 
tain  the  status,  duties  and  responsibilities  of  vice-prin¬ 
cipals  in  the  public  schools  of  New  Jersey."1*  The  study 
included  vice-principals  in  elementary,  junior  high,  and 
high  schools.  The  vice-principal  was  defined  as  the  person 
in  the  school  next  in  authority  to  the  principal. 

From  a  list  of  281  specific  professional  duties,  vice¬ 
principals  checked  the  activities  they  performed.  The  duties 
were  grouped  into  six  categories:  duties  of  supervision, 
duties  relating  to  pupil  personnel,  public  relations  duties, 
teaching  duties,  clerical  duties  and  duties  of  organization 
and  administration.  The  duties  of  supervising  vice-prin¬ 
cipals  were  reported  separately  from  those  of  teaching  vice¬ 
principals. 

Vice-principals  indicated  the  amount  of  responsibility 
borne  in  connection  with  each  duty  under  four  headings,  major, 
equal,  minor  and  none,  to  ascertain  the  amount  of  responsib¬ 
ility.  A  check  under  major  responsibility  indicated  that 

^"Edward  I.  Pfeffer,  “Duties  of  Vice-Principals  in 
New  Jersey”,  The  Bulletin  of  _the_  National  Associa tion  of 
Secondary  School  Principals ,  39,  May  1955,  pp.  57-67. 


. .  . 
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the  vice-principal  had  been  assigned  the  responsibility  of 
the  duty  which  he  carried  out  with  complete  authority  subject 
only  to  the  veto  of  the  principal.  A  check  in  the  equal 
column  denoted  that  both  the  principal  and  the  vice-principal 
shared  in  the  responsibility  of  the  duty.  A  check  in  the 
minor  column  indicated  that  the  vice-principal* s  part  was 
very  small  and  his  influence  in  planning,  or  carrying  out 
the  activity  was  negligible. 

Vice-principals  also  indicated  the  frequency  of  per¬ 
forming  the  activities.  Three  columns  headed  "often" , 
"occasionally",  and  "seldom"  were  established.  One  of  these 
was  checked. 

Finally,  the  vice-principal  was  asked  to  check  the 
three  activities  in  each  group  that  he  considered  to  be  of 
the  greatest  consequence  and  significance. 

Since  three  distinct  types  of  schools  were  sampled, 
similarities  and  differences  of  duties  at  the  three  school 
levels  were  reported. 

Findings  of  the  New  Jersey  Study 

Responses  were  received  from  143  supervising  vice¬ 
principals  and  fifty-four  teaching  vice-principals  employed 
in  the  public  schools  of  New  Jersey. 

Teaching  vice- principals .  The  entire  group  of  fifty- 


four  teaching  vice-principals  reported  that  the  main  duty 
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they  had  to  perforin  was  to  teach  a  regular  class.  In  most 
cases  this  was  a  full  time  job. 

There  were  no  other  duties  in  which  a  majority  of 
teaching  vice-principals  said  they  held  major  responsibil¬ 
ity  or  shared  equal  responsibility  with  the  principal.  A 
majority  of  teaching  vice-principals  reported  some  respons¬ 
ibility  for  the  following  duties: 

1.  Attending  faculty  meetings. 

2.  Selecting  books,  periodicals  and  instructional 
materials . 

3.  Assisting  substitute  teachers. 

4.  Supervising  pupil  conduct  outside  classrooms. 

5.  Conferring  with  parents  about  pupils. 

6.  Excusing  pupils  from  class. 

Of  the  six  duties  listed  above,  the  first  five  were 
usually  performed  by  classroom  teachers.  "Excusing  pupils 
from  class"  was  really  the  only  administrative  duty  that  the 
assistant  principal  performed. 

It  was  concluded  that  teaching  assistant  principals 
were  mainly  teachers  responsible  for  regular  classes.  Their 
other  assigned  duties  were  usually  similar  to  those  given  to 
regular  classroom  teachers.  Until  teaching  vice-principals 
receive  some  relief  from  their  classroom  duties,  they  could 
not  be  reasonably  delegated  responsibility  for  administrative 


functions . 
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Supervising  vice-principals,  A  majority  of  the  super¬ 
vising  vice-principals  listed  the  following  six  duties  that 
v/e re  their  major  responsibility: 

1.  Supervising  pupils1  conduct  outside  classrooms. 

2.  Interviewing  and  counselling  pupils  for  absence 
and  tardiness. 

3.  Interviewing  and  counselling  pupils  for  misconduct. 

4.  Conferring  with  parents  about  pupils. 

5.  Conferring  with  school  personnel  about  pupils. 

6.  Excusing  pupils  from  class. 

Supervising  vice-principals  indicated  that  they 
performed  these  duties  often.  The  majority  of  them  said 
they  considered  the  activity  Conferring  with  parents  about 
pupils”  of  the  greatest  consequence  and  importance.  They 
also  reported  that  "excusing  children  from  class"  was  per¬ 
formed  often,  but  they  did  not  consider  the  duty  very 
important . 

Besides  the  duties  listed  above,  a  majority  of  super¬ 
vising  vice-principals  in  elementary  schools  reported  the 
following  duties  which  they  considered  important: 

1.  Administering  the  testing  program. 

2.  Conferring  with  parents  about  pupils. 

3.  Conferring  with  pupils  about  problems  of  school 
studies. 

4.  Orientating  new  teachers. 


*  ■ 

. 

. 


10 


Duties  that  were  classified  as  "equally  shared" 
with  the  principal  were  those  basic  to  the  most  important 
work  of  the  principal.  They  were; 

1.  Developing  desirable  "esprit  de  corps”. 

2.  Developing  and  evaluating  school  policies,  plans, 
and  programs. 

The  supervising  vice-principals  also  reported  duties 
which  carried  minor  or  no  responsibility.  These  were: 

1.  Substituting  for  teachers  absent  from  their  classes. 

2.  Carrying  out  clerical  duties. 

3.  Sharing  in  public  relations  duties. 

4.  Carrying  out  special  service  duties,  such  as  work 
with  school  libraries,  audio  visual,  athletics  and 
clubs. 

The  New  Jersey  study  concluded  that  there  were  greater 
similarities  than  there  were  differences  in  the  duties  of 
vice-principals  at  the  elementary,  junior  high  and  senior  high 
school  levels.  Differences  that  occurred  might  have  been 
associated  with  the  professional  personnel  available  in  a 
school  such  as  a  clerk,  nurse,  librarian,  guidance  counsellor 
or  heads  of  departments. 
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II.  A  STUDY  OF  THE  VICE-PRINCIPAL  IN  NEW  YORK  STATS 

2 

Charles  M.  Long  made  a  study  of  the  vice-principal 
at  the  secondary  school  level,  valuable  for  its  method  of 
procedure  and  its  conclusions  and  recommendations. 

The  investigation  was  made  to  learn  the  professional 
background  of  the  New  York  secondary  school  vice-principal, 
to  identify  the  specific  duties  for  vfoich  the  vice-principal 
was  responsible,  and  to  define  those  duties  which  might  be 
termed  inherent  duties  since  they  were  performed  by  a 
majority  of  assistant  principals.  The  study  included  the 
teaching  vice-principal  and  the  supervising  vice-principal. 
The  instrument  used  was  a  questionnaire  sent  to  every  type 
of  secondary  school  chartered  by  the  State  Education  Depart¬ 
ment.  The  schools  included  were  those  with  pupil  enrolments 

that  ranged  from  ISO  to  4900. 

It  was  found  that  all  teaching  vice-principals  had 
at  least  two  years  teaching  experience.  About  one-fifth  had 
six  to  ten  years  experience,  one-quarter  had  eleven  to 
twenty  veers  of  experience.  The  median  for  teaching  exper¬ 
ience  among  teaching  vice-principals  was  19.1  years.  xhe 
median  administrative  experience  for  teaching  vice-principals 


^Charles  M.  Long,  '‘Duties 
Principals" ,  The  bulletin  cf  t_he_ 
Secondary  S ch o o 1  Princ ipals ,  41, 


of  Secondary  School  Vice- 
National  association  of 
February  1957,  pp.  36-37. 
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was  8.4  years  and  for  supervising  vice-principals  9.0  years. 

At  the  time  of  the  study,  about  one -quarter  of  the 
entire  group  were  between  the  ages  of  thirty-one  and  fifty- 
five;  one-seventh  between  the  ages  of  twenty-one  and  thirty 
and  one- tenth  between  fifty- six  and  seventy.  The  median 
age  for  teaching  vice-principals  was  43.1  years. 

Approximately  one- quarter  of  the  group  were  appoint¬ 
ed  to  the  vice-principalship  before  the  age  of  thirty-one, 
and  about  80  per  cent  were  appointed  between  the  ages  of 
twenty-six  and  forty-five.  The  average  age  in  New  York  for 
appointment  to  the  assistant  principals hip  was  34.7  years. 

The  questionnaire  used  in  the  New  York  study  con¬ 
tained  137  specific  items  that  the  assistant  principal  might 
be  expected  to  perform.  Each  duty  was  followed  by  four 
columns  headed:  responsibility,  training,  importance,  and 
time.  Respondents  could  check  one  of  three  choices  under 
each  heading. 

An  item  was  considered  a  primary  responsibility  if 
50  per  cent  or  more  of  the  respondents  indicated  that  they 
had  full  responsibility  or  shared  the  responsibility  with 
the  principal.  An  item  was  judged  to  require  special  training 
if  50  per  cent  or  more  of  the  respondents  said  that  the 
successful  completion  of  the  duty  required  special  training. 

An  item  wras  judged  important  as  an  administrative  duty  if  a 
majority  thought  the  item  had  a  high  degree  of  importance. 


. 
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Finally,  time  was  judged  an  essential  factor  in  the  adminis¬ 
tration  of  a  duty  if  respondents  spent  a  maximum  or  average  amount 
of  time  with  the  item. 

Some  conclusions  of  the  New  York  study.  The  con¬ 
clusions  reported  from  the  study  were : 

1.  Vice-principal  was  the  title  commonly  used  to 

designate  the  educational  administrator  who  is  next 
in  authority  to  the  principal. 

2 •  Approximately  85  per  cent  of  the  secondary  vice¬ 
principals  were  married  men;  15  per  cent  single 
women . 

3.  "Principal  in  absentia"  v/as  the  only  primary 
responsibility  and  inherent  duty  of  the  teaching 
vice-principal. 

4.  The  position  of  teaching  vice-principal  provided 
little  opportunity  for  gaining  administrative 
experience  in  preparation  for  higher  educational 
posts. 

5.  The  position  of  supervising  vice-principal  provided 
valuable  administrative  training  for  higher  educa¬ 
tional  posts. 

6.  Teaching  vice-principals  advocated  that  they  should 
spend  60  per  cent  less  time  in  classroom  teaching. 

The  New  York  study  concludes  with  the  recommendation 

that  teaching  vice-principals  should  be  given  some  relief 
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from  their  classroom  duties  in  order  that  they  might  fulfil 
their  administrative  obligations  as  vice-principals. 

III.  ASSISTANT  PRINCIPALS  IN  LOS  ANGELES 

Richard  W.  Jarret  undertook  a  study  to  define  the 

function  of  the  assistant  principal  in  the  city  of  Los 

Angeles  and  to  compare  the  practices  of  assistant  principals 

there  with  those  in  the  larger  school  systems  of  the  United 
3 

States . 

Some  of  the  findings  included: 

1.  In  a  great  majority  of  the  schools  studied,  the 
requirements  for  eligibility  for  the  assistant 
princ ipalship  were  successful  teaching  experience 
and  possession  of  a  master’s  degree. 

2.  The  responsibility  for  in-service  training  of  the 
assistant  principal  was  usually  assumed  by  the 
superintendent  and  the  school  principal. 

3.  The  majority  of  large  school  systems  had  no  statement 
of  duties  and  responsibilities  for  assistant  prin¬ 
cipals. 

4.  In  half  the  school  systems  the  assistant  principal 
was  delegated  officially  responsible  for  school 

^Richard  W.  Jarret,  "The  Activities  of  the  Assistant 
Principal  in  Secondary  Schools”,  The  Bulletin  of  the  National 
Association  of  Secondary  School  Principals ,  42,  September 
1958,  pp.  28-32. 
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supplies  and  equipment  and  for  c  o-curr  icular  activities. 
The  recommendations  listed  below  are  based  upon  find¬ 
ings  of  both  studies.  In  part  they  are: 

1.  School  systems  should  formally  adopt  a  general  duty 
and  responsibility  statement  for  the  assistant  prin¬ 
cipal  ship. 

2.  In-service  training  and  preparation  of  the  assistant 
should  be  the  responsibility  of  the  superintendent 
and  the  principal. 

3.  The  principal  should  have  a  free  hand  in  assigning 
specific  administrative  duties  and  responsibilities 
to  assistant  principals. 

4.  Curriculum  and  instruction  should  be  major  respon¬ 
sibilities  delegated  to  assistant  principals. 

TV.  IMPLICATIONS  OF  THE  LITERATURE  FOR  THE  PRESENT  STUDY 

Responsibility  and  time ♦  Only  two  activities,  namely 
teaching  a  class  and  acting  as  principal  in  absentia,  have 
been  clearly  identified  with  the  teaching  assistant  principal. 
What  is  done  by  teaching  assistant  principals  seems  little 
different  from  what  is  expected  of  regular  classroom  teachers. 

It  would  appear  that  the  very  limited  amount  of  time 
the  assistant  principal  has  free  from  his  own  classroom 
places  heavy  restrictions  upon  his  opportunities  to  partici¬ 
pate  in  the  administration  of  the  school. 
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Definition  of  responsibility.  There  is  little 
evidence  of  statements  clearly  indicating  the  duties  of  the 
assistant  principal,  although  there  are  recommendations  for 
a  definition  of  his  duties.  There  is  some  suggestion  of  a 
trend  in  the  direction  of  placing  instructional  responsibil¬ 
ity  for  the  school  in  the  hands  of  the  assistant  principal. 

In-service  training.  There  is  little  evidence  in 
the  literature  to  indicate  that  in-service  training  of 
assistant  principals  is  being  done  well  either  at  the  central 
office  or  school  level.  There  are  recommendations  suggesting 
that  the  superintendent  as  well  as  the  principal  should 
assume  responsibility  for  training  the  assistant  principal. 


CHAPTER  III 


METHODOLOGY 


This  chapter  describes  the  instrumentation,  the 
collection  and  analysis  of  data  and  the  special  terms  used 
in  the  study. 


I .  INSTRUMENTATION 

The  sources  of  information  for  this  study  were  the 
principals  and  assistant  principals  of  Alberta  urban  element¬ 
ary  and  elementary  junior  high  schools.  The  information  was 
obtained  from  a  questionnaire  completed  by  principals  and 
the  assistant  principals  themselves.  The  first  two  sections 
of  the  questionnaire  were  sent  to  both  principals  and 
assistant  principals.  Assistants  received  a  third  section 
which  asked  for  information  about  their  personal  and  profes¬ 
sional  background.  A  letter  of  explanation  accompanied  each 
questionnaire.  The  questionnaire  and  accompanying  letter 
are  found  in  Appendix  A. 

Description  of  the  que stionnaire.  The  questionnaire 
consisted  of  three  sections:  duties  of  assistant  principals, 
status  and  working  situation  of  the  assistant  principal,  and 
personal  and  professional  background  of  the  assistant  prin¬ 
cipal. 
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Part  I  of  the  questionnaire  contained  sixts^-six 
items  that  might  be  considered  duties  of  the  assistant  prin¬ 
cipal.  The  duties  listed  were  exclusive  of  the  responsibil¬ 
ities  the  assistant  principal  had  for  his  own  classroom.  The 
activities  of  the  assistant  principal  were  organized  under 
eight  major  categories:  the  instructional  program,  instruction¬ 
al  management,  pupil  personnel,  teacher  personnel,  clerical 
duties,  public  relations,  the  extracurricular  program  and 
school  organization  and  management.  There  was  no  attempt  to 
balance  the  number  of  items  in  each  category  since  the  major 
purpose  in  this  section  was  to  suggest  duties  that  would  most 
likely  be  the  concern  of  assistant  principals. 

Principals  and  assistant  principals  were  asked  to 
check  the  duties  assistant  principals  have  and  the  duties 
assistant  principals  should  have.  Respondents  could  check 
the  share  of  responsibility  for  each  item  under  headings  of 
major  share,  minor  share,  or  none.  The  time  spent  on  each 
item  per  day  could  be  checked  under  four  suggested  estimates 
given  in  minutes. 

Part  II  of  the  questionnaire  dealt  with  the  working 
situation  of  the  assistant  principal.  In  it  principals  and 
assistant  principals  indicated  the  rank  status  they  thought 
assistant  principals  had  in  relation  to  the  principal  and 
classroom  teachers.  Respondents  could  also  indicate  the 
amount  of  administrative  time  available  to  them  and  the  amount 
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of  time  they  considered  desirable  for  individual  administrative 
duties.  Information  about  the  training  of  the  assistant  prin¬ 
cipal  within  the  school  system  and  an  evaluation  of  this 
training  we re  requested  in  this  section.  Principals  and 
assistant  principals  were  asked  to  list  what  they  considered 
the  greatest  problems  of  the  assistant  principal. 

Part  III  of  the  questionnaire  requested  information 
about  the  background  of  the  assistant  principal. 

Testing  the  questionnaire .  Three  principals  and 
three  assistant  principals  of  Edmonton  elementary  and  element¬ 
ary  junior  high  schools  with  whom  the  problem  had  been  dis¬ 
cussed  previously,  were  sent  copies  of  the  questionnaire. 

They  were  asked  to  complete  the  questionnaire  as  it  applied 
to  them  and  to  make  suggestions.  They  were  also  asked  to 
evaluate  the  questionnaire  as  an  instrument  that  could  be 
used  in  defining  the  duties  of  assistant  principals.  Each 
respondent  reported  the  time  it  took  him  to  complete  the 
questionnaire.  The  completed  questionnaires  were  then 
studied  and  discussed  with  each  respondent.  As  a  result  of 
the  discussions,  the  questionnaire  was  modified  but  not 
changed  significantly. 

The  exploratory  test  of  the  questionnaire  was  of 
value  for  several  reasons.  It  was  found  that  there  was 
close  agreement  among  the  six  principals  and  assistants  in 
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defining  the  duties  of  the  assistant  principal  in  terms  of 
the  questionnaire.  It  was  agreed  that  the  questionnaire 
was  extensive  enough  to  include  most  of  what  could  be 
expected  of  a  part-time  administrator.  The  response  shown 
by  the  initial  respondents  to  the  questionnaire  suggested 
that  a  favorable  return  could  be  anticipated  from  those  who 
would  later  be  asked  to  participate. 


II.  DEFINITION  OF  TERMS 


The  following  definitions  are  presented  to  clarify 
terms  that  have  been  referred  to  in  the  questionnaire. 

Major  responsibility.  Major  responsibility  is  used 
to  mean  a  major  share  of  responsibility  for  a  duty  without 
consideration  of  the  amount  of  time  taken  to  carry  it  out. 
Major  responsibility  indicates  that  the  assistant  principal 
is  to  a  large  degree  responsible  for  the  duty. 

Minor  responsibility.  Minor  responsibility  is  used 
to  mean  a  minor  share  of  responsibility  for  a  duty,  ir¬ 
respective  of  the  time  spent  on  it. 

No  responsibility.  No  responsibility  indicates  that 
the  assistant  principal  has  no  share  in  a  particular  duty. 

Instructional  program.  The  instructional  program 


refers  to  the  actual  teaching  learning  situation  in  the  school. 
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The  assistant  principal  would  participate  in  it  by  personally 
and  directly  helping  teachers  with  instruction.  Duties  in 
this  area  include  observing  teachers  in  classrooms,  teaching 
demonstration  lessons  and  developing  school  curricula. 

Instructional  management.  Instructional  management 
is  the  area  of  responsibility  which  provides  services  and 
facilities  that  contribute  to  the  learning  situation  in  the 
school.  Included  in  this  are  developing  school  libraries, 
arranging  for  teachers  to  observe  lessons  and  taking  charge 
of  an  area  or  division  of  instruction. 

Pupil  personnel  duties.  Pupil  personnel  duties 
include  pupil  behavior,  testing  and  special  pupil  services. 

Teacher  personnel  duties .  Teacher  personnel  duties 
include  teacher  problems  and  teacher  evaluation. 

Public  relations  dut ie s .  Public  relations  duties 
concern  relations  with  parents  and  the  Home  and  School 
Association. 

Clerical  duties.  Clerical  duties  include  routine 
activities  such  as  collecting  money  and  duties  oi  register¬ 
ing,  reporting  and  recording. 

School  organization  and  management .  In  the  main, 
school  organization  and  management  signifies  the  general 
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planning  and  operation  of  the  school  program.  Some  of  these 
duties  include  allocating  playgrounds,  scheduling  the  use  of 
the  building  and  organizing  the  school  traffic  safety  patrol. 

III.  COLLECTION  OF  DATA 

Permission  was  obtained  from  the  superintendents  of 
the  Edmonton,  Calgary  and  Lethbridge  public  school  systems 
to  circulate  the  questionnaire  among  the  principals  and 
assistant  principals  of  elementary  and  elementary  junior  high 
schools.  One  hundred  and  twenty-nine  questionnaires  were 
sent  out  and  101  principals  and  assistant  principals  respond¬ 
ed,  giving  a  77  per  cent  return.  One  hundred  and  four  schools 
in  the  three  centers  received  questionnaires.  In  most  cases 
just  the  principal  or  the  assistant  principal  in  each  school 
was  asked  to  participate.  Where  questionnaires  were  sent  to 
the  principal  and  the  assistant  of  the  same  school,  the 
administrator  not  previously  contacted  was  asked  to  take  part 
at  a  later  date.  A  follow-up  letter  was  sent  one  week  after 
the  questionnaire  was  mailed. 

IY.  ANALYSIS  OF  DATA 

One  of  the  difficulties  encountered  in  the  analysis 
was  that  each  respondent  did  not  always  fully  complete  the 
questionnaire.  This  was  particularly  evident  in  Part  I 
where  the  numbers  responding  to  each  duty  varied.  The  differ- 
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ences  were  not  great,  but  considerably  more  work  was  involved 
when  it  came  to  converting  frequencies  to  percentages. 

For  purposes  of  analysis,  the  schools  included  in 
the  study  were  categorized  as  small  elementary,  large  element¬ 
ary,  small  elementary  junior  high  and  large  elementary  junior 
high  schools.  Chapters  IV,  V,  VI,  and  VII  report  the  find¬ 
ings  in  these  respective  categories. 

The  following  method  was  used  to  establish  whether 
duties  were  of  primary  responsibility,  major  responsibility, 
minor  responsibility  or  no  responsibility.  A  duty  was 
recorded  when  a  majority  of  the  population  reported  it  in  any 
one  of  the  above  categories.  Primary  duties  were  arrived  at 
by  corbining  the  responses  of  major  and  minor  responsibility 
scores.  The  duty  was  recognized  as  primary  if  this  sum  was 
in  excess  of  50  per  cent  of  the  population  responding  to  it. 

In  effect  then,  primary  responsibilities  indicate  the  duties 
of  the  assistant  principal  while  the  major  and  minor  categories 
show  the  degree  to  which  assistant  principals  share  them. 

In  some  cases  duties  were  not  responded  to  by  a 
majority  of  the  population  in  any  of  the  major,  minor  or  no 
responsibility  categories,  and  consequently  were  not  reported 
in  any  of  these  classes.  However,  the  assistant  principal 
might  have  considerable  responsibility  in  these  duties,  in 
which  cases  the  duties  would  be  listed  as  important  primary 
responsibilities.  For  example,  in  a  particular  item,  45  per 
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cent  of  the  population  might  consider  it  a  major  responsib¬ 
ility  and  40  per  cent  look  upon  it  as  a  minor  responsibility. 
This  item  would  not  be  listed  as  a  major  or  minor  responsibil¬ 
ity  but  would  be  classed  as  a  primary  responsibility  since 
85  per  cent  of  the  respondents  indicated  assistant  principals 
had  some  responsibility  for  it.  It  should  be  pointed  out 
that  a  duty  could  be  recorded  as  a  primary  responsibility  as 
well  as  a  major  or  minor  responsibility. 

Duties  that  assistant  principals  have  were  determined 
from  information  supplied  by  Part  I  of  the  questionnaire.  The 
duties  were  then  tabulated  in  their  respective  categories  in 
frequency  percentage  tables  with  the  duty  having  the  greatest 
number  responding  to  it,  appearing  first.  A  further  classi¬ 
fication  placed  the  duties  assistant  principals  have  in  eight 
main  areas  of  administrative  responsibility. 

The  duties  that  principals  and  assistant  principals 
thought  assistants  should  have  were  treated  in  the  same  way. 
These  were  reported  in  the  text  of  the  thesis  if  they  had  not 
been  included  previously  under  duties  that  assistant  princi¬ 
pals  have. 

Duties  were  examined  to  determine  statistically  if 
there  were  real  differences  between  what  assistant  principals 
were  doing  and  what  they  should  be  doing  according  to  prin¬ 
cipals  and  assistant  principals.  Heal  differences  were 
arrived  at  through  the  use  of  the  chi  square  test  described 
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by  Edwards  and  by  applying  corrections  where  frequencies 
were  small. ^  Differences  were  considered  significant  at  the 
.01  level  of  confidence. 

A  duty  was  considered  inherent  to  the  office  of  the 
assistant  principal  if  80  per  cent  of  the  population  indicat¬ 
ed  it  was  carried  out  and  90  per  cent  considered  that  it 
should  be  practised.  In  addition,  an  above  average  amount 
of  time  had  to  be  devoted  to  the  duty. 

Since  an  absolute  scale  was  used  in  the  questionnaire 
to  estimate  time,  it  was  possible  to  present  the  average  num¬ 
ber  of  minutes  assistant  principals  spent  on  each  duty  per 
day.  For  calculating  purposes,  the  time  values  2.5  minutes, 

10  minutes,  30  minutes  and  60  minutes  per  day  were  used. 

These  values  corresponded  to  the  four  choices  in  the 
questionnaire.  Items  requiring  the  greatest  amount  of  time 
were  reported.  The  total  time  assistants  spent  on  all  duties 
listed  in  the  questionnaire  was  considered  in  relation  to 
the  scheduled  administrative  time  assistant  principals  have 
and  the  time  principals  and  assistant  principals  thought 
assistant  principals  should  have  to  perform  their  administrative 

duties . 

^ Allen  L.  Edwards,  Statistical  Analysis  for  Students, 
in  Psychology  and  Education  (New  York:  Rinehart  and  Company, 
1946)  p.  ^537 
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The  greatest  problems  of  the  assistant  principal  were 
reported  separately  as  they  were  seen  by  the  principals  and 
assistant  principals. 

Following  the  analysis  of  the  four  groups  of  assist¬ 
ant  principals,  an  examination  was  made  of  the  groups  com¬ 
bined  as  one  large  category.  In  addition,  the  responses  of 
all  responding  principals  and  assistant  principals  were 
investigated  individually.  Differences  between  principals’ 
and  assistant  principals’  conceptions  of  the  assistant’s 
duties  were  investigated  and  processed  statistically  to  dis¬ 
cover  whether  real  differences  existed.  The  chi  square  test 
was  again  used  and  differences  at  the  .01  level  v/e re  shown. 
The  analysis  of  the  large  single  category  was  carried  out  in 
much  the  same  way  as  it  was  with  the  smaller  groups. 

The  working  situation  and  the  personal  and  exper¬ 
ience  background  of  the  assistant  principal  were  presented 
by  means  of  simple  frequency  and  percentage  tables. 

Y.  DEFINITION  OF  TERMS 

The  following  definitions  are  presented  to  clarify 
terms  used  in  describing  the  analysis  of  data. 

Small  elementary  school .  A  small  elementary  school 
usually  provides  instruction  in  grades  one  to  six  and  for 
the  purpose  of  this  study  is  considered  to  have  from  eight  to 


thirteen  classrooms. 
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Large  elementary  school .  A  large  elementary  school 
provides  instruction  in  the  first  six  grades  and  contains 
from  fourteen  to  twenty-three  rooms. 

Small  elementary  junior  high  school.  The  small 
elementary  junior  high  school  usually  provides  instruction 
in  the  first  nine  grades  and  is  considered  to  have  from  ten 
to  seventeen  classrooms. 

Large  elementary  junior  high  school.  The  large 
elementary  junior  high  school  provides  instruction  in  the 
first  nine  grades  and  has  from  eighteen  to  twenty-seven 
classrooms. 


CHAPTER  IV 


FINDINGS  IN  SMALL  ELEMENTARY  SCHOOLS 

The  findings  relating  to  the  assistant  principal  of 
small  elementary  schools  will  be  reported  in  four  sections: 
duties  relating  to  assistant  principals;  differences  between 
duties  assistant  principals  have  and  duties  assistant  prin¬ 
cipals  should  have;  administrative  time  of  assistant  princi¬ 
pals  and  problems  of  assistant  principals. 

I.  DUTIES  RELATING  TO  ASSISTANT  PRINCIPALS 

Duties  of  assistant  principals  will  be  reported  in 
four  ways:  duties  of  primary,  major,  minor  and  no  responsib¬ 
ility;  duties  assistant  principals  have,  classified  in  eight 
major  areas  of  responsibility;  inherent  duties  of  the  assist¬ 
ant  principal. 

Duties  of  Primary,  Major,  Minor  and  No  Responsibility 

These  duties  are  reported  as  responsibilities  assist¬ 
ant  principals  have  and  responsibilities  assistant  principals 
should  have.  Duties  are  ranked  in  descending  order  of  per¬ 
centages  according  to  the  frequency  in  which  they  were  re¬ 
ported. 


Duties  of  primary  responsibility  assis tant  princ ipals 

have.  Duties  of  primary  responsibility  that  assistant  prin¬ 
cipals  have  are  reported  in  Table  I. 


* 
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TABLE  I 

PRIMARY  RESPONSIBILITIES  ASSISTANT  PRINCIPALS 
OP  SMALL  ELEMENTARY  SCHOOLS  HATE,  REPORTED  BY 
MAJORITIES  OP  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OP  SMALL  ELEMENTARY  SCHOOLS 

(TOTAL  N  =  24) 


Percentage 

Number  Indicating  Duty 

Item  Report-  a  Primary  Res- 

ing_ ponsibility 


Controlling  pupils  outside  class¬ 
rooms 

Taking  charge  of  school  in  prin¬ 
cipal’s  absence 

Planning  school  concerts,  programs 
Developing  school  philosophy  and 
policies 

Acting  as  liaison  between  princi¬ 
pal  and  staff 
Allocating  playgrounds 
Orienting  new  teachers 
Dealing  with  pupils  sent  for  dis¬ 
ciplining 

Participating  in  the  Home  &  School 
Association  activities 
Planning  staff  meetings 
Looking  after  substitute  teachers 
Supervising  pupil  promotion 
Planning  extracurricular:  sports, 
paper,  clubs,  etc. 

Collecting  money  for  workbooks, 
swimming,  tickets,  pills,  etc. 
Planning  school  bulletins  and 
notices 

Managing  the  supply  room. 
Requisitioning  and  ordering  school 

supplies 

Helping  with  teacher  instruction 
problems 

Compiling  and  checking  attendance 
returns 

Looking  after  school  inventories 
Checking  pupil  transfers 
Registering  and  placing  new  pupils 
Looking  after  textbook  rental  or 
distribution 

Developing  school  library 


21 

100.0 

19 

100.0 

21 

95.4 

20 

95.0 

20 

95.0 

18 

94.4 

16 

93.7 

21 

90.5 

19 

89.5 

18 

88.9 

18 

88.9 

17 

88.3 

19 

84.2 

19 

84.2 

17 

82.3 

20 

80.0 

19 

79.0 

18 

77.8 

18 

77.8 

18 

77.8 

20 

75.0 

19 

73.7 

18 

72.2 

17 

70.6 
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TABLE  I  (contd.) 


Percentage 

Lumber  Indicating  Duty 

Item  Report-  a  Primary  Res- 

_ _ ing _ ponsibility _ 


Working  with  supervisors  and 
visiting  teachers 
Checking  school  machines:  dupli¬ 
cators,  record  players 
Recording  teacher  absences 
Convening  staff  meetings 
Co-ordinating  audio  visual;  films, 
film  library  etc. 

Looking  after  pupil  insurance 
Conferring  with  parents  about 
pupils 

Building  professional  library 
Organizing  traffic  safety  patrol 
Helping  with  teacher  discipline 
problems 

Taking  charge  of  division  or  area 
of  instruction 

Testing  pupils:  intelligence, 
standardized  tests 
Scheduling  use  of  building  for 
school  purposes 
Counselling  pupils 
Looking  after  lost  and  found 
Handling  pupil  accidents  and 
reports 

Assisting  teachers  to  plan 
lessons 

Representing  the  school  at  public 
functions 

Checking  on  pupil  attendance 
Looking  after  school  funds  from 
money-raising  projects 
Checking  pupil  records 
Supervising  pupils  who  stay  for 
lunch 

Planning  notices  to  parents 


20 

70.0 

19 

68.4 

19 

68.4 

18 

66.7 

18 

66.7 

18 

66.7 

18 

66.7 

18 

66.7 

15 

66,7 

20 

65.0 

20 

65.0 

17 

64.7 

17 

64.7 

16 

62.5 

18 

61.1 

20 

60.0 

19 

58.0 

20 

55.0 

15 

53.4 

17 

52.9 

17 

52.9 

19 

52.6 

21 

52.4 

. 
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Duties  of  primary  res pons ib ility  ass  is  tant  principals 
should  have .  In  addition  to  indicating  the  responsibilities 
assistant  principals  have,  principals  and  assistant  princi¬ 
pals  revealed  the  responsibilities  they  thought  assistant 
principals  should  have. 

Majorities  of  principals  and  assistant  principals, 
from  their  responses,  indicated  that  assistants  had  some 
responsibility  in  forty-seven  of  the  items  in  the  question¬ 
naire.  The  same  group  said  that  the  assistant  principal 
should  have  some  responsibility  in  the  same  forty-seven 
items  and  in  twelve  additional  items.  The  twelve  additional 
items  are  listed  in  the  order  most  frequently  reported. 

1.  Teaching  demonstration  lessons. 

2.  Planning  programs  for  atypical  children. 

3.  Arranging  for  teachers  to  observe  lessons. 

4.  Arranging  in-service  classes  for  teachers  in  the 
school. 

5.  Supervising  the  reporting  of  pupils’  work  to  parents. 

6.  Observing  teachers  in  classrooms. 

7.  Arranging  for  teachers  to  observe  lessons. 

8.  Developing  school  curricula. 

9.  Keeping  a  record  of  enterprises. 

10.  Working  with  police  and  welfare  cases. 

11.  Reporting  on  teachers’  work. 

12.  Looking  after  fire  drill. 


.  r  . 
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Put ie s  of  major  responsibility  assistant  principals 
have .  Assistant  principals  of  small  elementary  schools  have 
a  major  share  of  responsibility  in  only  two  items.  These 
are  shown  in  Table  II. 


TABLE  II 

MAJOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS 
OF  SMALL  ELEMENTARY  SCHOOLS  HAVE,  REPORTED 
BY  MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  uF  SMALL  ELEMENTARY  SCHOOLS 
(TOTAL  N  =  24) 


Item 

Number 

Report¬ 

ing 

Percentage 
Indicating  Duty 
a  Major  Respon¬ 
sib  ility 

Taking  charge  of  school  in 

principal’s  absence 

19 

68.5 

Acting  as  liaison  between 

principal  and  staff 

20 

65.0 

Duties  of  ma  jor  responsib  ility  ass  is  tant  principals 
should  have.  In  addition  to  the  two  items  listed  as  responsib¬ 
ilities  of  the  assistant  principal,  one  more,  "planning  extra¬ 
curricular  activities"  was  included  as  a  major  responsibility 
that  the  assistant  principal  should  have.  Only  a  bare  major¬ 
ity  considered  that  this  duty  should  be  a  major  responsibil¬ 
ity  however,  and  very  nearly  half  the  respondents  considered 
it  as  being  a  major  responsibility  of  the  assistant  principal. 

Duties  of  minor  responsibility  assistant  pr  incipals 
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have.  There  were  twenty-eight  items  in  which  assistant 
principals  were  considered  having  a  minor  share  of  respon¬ 
sibility.  These  are  tabulated  in  Table  III. 

Duties  of  minor  responsibility  assistant  principals 
should  have.  Principals  and  assistant  principals  thought 
assistant  principals  should  assume  a  minor  share  of  respon¬ 
sibility  in  all  duties  in  which  they  presently  have  a  minor 
responsibility.  In  addition  they  considered  there  should  be 
a  minor  share  of  responsibility  assumed  in  nineteen  other 
duties.  These  are  listed  in  rank  order  with  those  most 
frequently  reported  appearing  first. 

1.  Teaching  demonstration  lessons. 

2.  Planning  programs  for  atypical  children. 

3.  Arranging  for  teachers  to  observe  lessons. 

4.  Supervising  the  reporting  of  pupils1  work  to  parents. 

5.  Arranging  in-service  classes  for  teachers  in  the 
school . 

6.  Working  with  police  and  welfare  cases. 

7.  Developing  school  curricula. 

8.  Conferring  with  teachers  on  work  observed. 

9.  Observing  teachers  in  classrooms. 

10.  Assisting  teachers  to  plan  lessons. 

11.  Convening  staff  meetings. 

12.  Representing  the  school  at  public  functions. 

13.  Reporting  on  teachers1  work. 


* 
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TABLE  III 

MINOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  SMALL 
ELEMENTARY  SCHOOLS  HAVE,  REPORTED  JOINTLY  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  SMALL  ELEMENTARY  SCHOOLS 
(TOTAL  N  =  24) 


Percentage 

Number 

Indicating  Duty 

Item 

Report- 

a  Minor  Respon- 

mg 

sibility 

Planning  staff  meetings 
Looking  after  substitute  teachers 
Planning  school  bulletins  and 
notices 

Supervising  pupil  promotion 
Dealing  with  pupils  sent  for  discip¬ 
lining 

Controlling  pupils  outside  class¬ 
rooms 

Orienting  new  teachers 
Developing  school  philosophy  and 
polic ies 

Working  with  supervisors  and  visit¬ 
ing  teachers 

Planning  school  concerts,  programs 
Transferring  pupils 
Registering  and  placing  new  pupils 
Building  professional  library 
Convening  staff  meetings 
Looking  after  pupil  insurance 
Conferring  with  parents  about  pupils 
Handling  pupil  accidents  and  reports 
Testing  pupils 

Scheduling  use  of  building  for 
school  purposes 

Collecting  money  for  workbooks, 
swimming,  tickets,  pills,  etc. 
Recording  teacher  absences 
Counselling  pupils 
Allocating  playgrounds 
Compiling  and  checking  attendance 

returns  . 

Helping  with  teacher  instruction 

problems 

Checking  on  pupil  attendance 
Participating  in  the  Home  &  School 
activities 

Checking  school  machines 


18 

88.3 

18 

83.3 

17 

83.3 

17 

82.4 

21 

81.0 

21 

76.2 

16 

75.0 

20 

75.0 

20 

70.0 

21 

66.7 

20 

65.0 

19 

63.1 

18 

61.1 

18 

61.1 

18 

61.1 

18 

61.1 

20 

60.0 

17 

58.8 

17 

58.8 

19 

58.0 

19 

58.0 

16 

56.2 

18 

55.6 

18 

55.6 

18 

55.6 

15 

53.4 

19 

52.6 

19 

52.6 

.  r 


r 


* 


35 


14.  Planning  notices  to  parents. 

15.  Looking  after  lost  and  found. 

16.  Looking  after  textbook  rental  or  distribution. 

17.  Taking  charge  of  a  division  or  area  of  instruction. 

18.  Helping  with  teacher  discipline  problems. 

19.  Looking  after  school  inventories. 

Duties  in  which  assistant  principals  have  no 
responsibility.  Principals  and  assistant  principals  reported 
duties  they  thought  assistant  principals  had  no  responsibility 
for.  Three  of  the  duties  shown  in  Table  IV  are  not  applicable 
to  small  elementary  schools.  These  are: 

1.  Looking  after  lockers. 

2.  Working  with  police  and  welfare  cases. 

3.  Preparing  timetables  for  departmentalized  schools. 

Duties  in  which  assistant  principals  should  have  no 
responsibility.  Apart  from  the  items  not  applicable  to  small 
elementary  schools,  there  v/ere  only  five  items  that  were  con- 
sidered  no  responsibility  of  the  assistant  principal.  These 

were : 

1.  Substituting  for  teachers  away  from  their  classrooms. 

2.  Supervising  the  caretaker’s  work. 

3.  Rating  teachers. 

4.  Supervising  school  demands  made  upon  stenographic 


services . 


. 

• 
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TABLE  IY 

DUTIES  IN  WHICH  ASSISTANT  PRINCIPALS  OF  SMALL 
ELEMENTARY  SCHOOIS  HATE  NO  RESPONSIBILITY, 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS  OF  SMALL 
ELEMENTARY  SCHOOLS 
(TOTAL  N  «  24) 


Percentage 

Number  Indicating 

Item  Report-  No  Respon- 

_ _ ing _ sib  ility 


Looking  after  lockers 
Participating  in  the  planning  of  new 
school  construction  and  renovation 
Rating  teachers 

Planning  programs  for  atypical  children 
Working  with  police  and  welfare  cases 
Supervising  school  demands  on  steno¬ 
graphic  services 
Supervising  caretaker’s  work 
Preparing  time  tables  in  departmental¬ 
ized  schools 

Substituting  for  teachers  away  from 
their  classrooms 
Reporting  on  teachers’  work 
Supervising  the  reporting  of  pupils’ 
work  to  parents 
Teaching  demonstration  lessons 
Arranging  in-service  classes  for 
teachers  in  school 
Keeping  record  of  enterprises 
Arranging  for  teachers  to  observe 
le  s  s  on  s 

Conferring  with  teachers  on  work 
observed 

Observing  teachers  in  classrooms 
Looking  after  fire  drill 


13 

92.3 

18 

88.9 

17 

88.3 

17 

88.2 

17 

82.3 

14 

78.6 

18 

77.8 

13 

76.9 

17 

76.5 

16 

75.0 

16 

75.0 

18 

72.2 

18 

72.2 

18 

72.2 

17 

70.6 

17 

70.6 

18 

66.7 

17 

58.8 

. 
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5.  Participating  in  the  planning  of  new  school  con¬ 
struction  and  renovation. 

Duties  Assistant  Principals  of  Small  Elementary  Schools  Have 
in  Eight  General  Areas  of  Responsibility. 

The  primary  responsibilities  that  assistant  princ¬ 
ipals  have  are  shown  under  eight  general  headings  identi¬ 
fied  as  clerical  duties,  school  organization  and  management, 
teacher  personnel,  pupil  personnel,  instructional  management, 
public  relations,  extracurricular  activities  and  instruction¬ 
al  program. 

Clerical  duties.  Duties  performed  that  were  clerical 
duties  included: 

1.  Collecting  money. 

2.  Compiling  and  checking  attendance  returns. 

3.  Looking  after  school  inventories. 

4.  Checking  pupil  transfers. 

5.  Registering  and  placing  new  pupils. 

6.  Looking  after  textbook  rental  or  distribution. 

7.  Checking  school  machines. 

8.  Recording  teacher  absences. 

9.  Looking  after  pupil  insurance. 

10.  Looking  after  lost  and  found. 

11.  Handling  pupil  accidents  and  reports. 

12.  Checking  on  pupil  attendance. 
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13.  Looking  after  school  funds  from  money-raising  projects. 

14.  Checking  pupil  records. 

School  organization  and  management .  Duties  perform¬ 
ed  as  school  organization  and  management  included: 

1.  Taking  charge  of  the  school  in  principals  absence. 

2.  Developing  school  philosophy  and  policies. 

3.  Allocating  playgrounds. 

4.  Planning  staff  meetings. 

5.  Planning  school  bulletins  and  notices. 

6.  Requisitioning  and  ordering  school  supplies. 

7.  Convening  staff  meetings. 

8.  Organizing  traffic  safety  patrol. 

9.  Scheduling  use  of  building  for  school  purposes. 

10.  Supervising  pupils  who  stay  for  lunch. 

Teacher  personnel.  Duties  performed  under  teacher 
personnel  were: 

1.  Acting  as  liaison  between  principal  and  staff. 

2.  Orienting  new  teachers. 

3.  Looking  after  substitute  teachers. 

4.  Helping  with  teacher  instruction  problems. 

5.  Helping  with  teacher  discipline  problems. 

Pupil  personnel.  Pupil  personnel  duties  were: 

1.  Controlling  pupils  outside  classrooms. 


. 
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2.  Dealing  with  pupils  sent  for  disciplining* 

3.  Supervising  pupil  promotion. 

4.  Testing  pupils. 

3.  Counselling  pupils. 

Instructional  management .  Instructional  management 
duties  included: 

1.  Developing  school  library. 

2.  Working  with  supervisors  and  visiting  teachers. 

3.  Co-ordinating  audio  visual. 

4.  Building  professional  library. 

5.  Taking  charge  of  division  or  area  of  instruction. 

6.  Arranging  in-service  classes  for  teachers  in  the 
school. 

Public  relations .  Public  relations  duties  were: 

1.  Participating  in  the  Home  and  School. 

2.  Conferring  with  parents  about  pupils. 

3.  Representing  the  school  at  public  functions. 

4.  Planning  notices  to  parents. 

Extracurricular.  Extracurricular  duties  included: 

1.  Planning  school  concerts,  programs. 

2.  Planning  extracurricular  sports,  paper,  clubs,  etc. 

Instructional  program.  The  only  duty  assistant  prin¬ 


cipals  took  responsibility  for  in  the  instructional  program 


. 
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was  assisting  teachers  to  plan  lessons. 

Inherent  Duties  of  the  Assistant  Principal  of  Small 
Elementary  Schools 

The  naming  of  inherent  responsibilities  is  an 
attempt  to  identify  duties  associated  with  the  assistant 
principal  which  receive  the  greatest  emphasis  with  respect 
to  practice,  what  should  be  practice,  and  the  actual  time 
spent  on  them.  On  this  basis,  the  duties  which  are  the 
inherent  responsibility  of  the  assistant  principal  are; 

1.  Controlling  pupils  outside  classrooms. 

2.  Planning  extracurricular  activities. 

3.  Developing  school  philosophy  and  policies. 

4.  Acting  as  liaison  between  principal  and  staff. 

5.  Dealing  with  pupils  sent  for  disciplining. 

6.  Collecting  money. 


II.  DIFFERENCES  BETWEEN  DUTIES  ASSISTANT  PRINCIPALS  HAVE 
AND  DUTIES  ASSISTANT  PRINCIPALS  SHOULD  HAVE 

Real  differences  between  what  assistant  principals 
are  doing  and  what  they  should  be  doing,  in  terms  of  duties, 
were  arrived  at  statistically  using  the  chi  square  test  of 
significance.  The  chi  square  test  was  applied  to  two  situa¬ 
tions,  namely,  "responsibilities  assistant  principals  have” 
and  "responsibilities  assistant  principals  should  have". 
Differences  were  considered  significant  only  at  the  .01  level. 
Where  entries  were  small,  corrections  were  applied  in  the 


* 
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manner  described  by  Edwards.1 

Differences  between  what  assistant  principals  are 
doing  and  what  they  should  be  doing  were  significant  in  four 
different  items.  In  each  instance,  the  indication  was  that 
the  assistant  principal  should  participate  more  in  the  item. 

Differences  in  the  primary,  minor  and  no  responsi¬ 
bility  categories  were  significant  in  the  duties  planning 
programs  for  atypical  children  and  teaching  demonstration 
lessons.  Primary  and  no  responsibility  categories  revealed 
real  differences  in  arranging  for  teachers  to  observe  lessons 
and  assisting  teachers  to  plan  lessons. 

III.  ADMINISTRATIVE  TIME  OF  ASSISTANT  PRINCIPALS 
OF  SMALL  ELEMENTARY  SCHOOLS 

Principals  and  assistant  principals  of  small 
elementary  schools  indicated  on  the  average,  that  assistant 
principals  spent  126.5  minutes  per  day  on  all  items  listed 
in  the  questionnaire.  Since  assistant  principals  of  this 
group  receive  no  scheduled  time  for  administration,  it  is 
suggested  that  generous  amounts  of  time  have  been  indicated. 
There  are  the  added  possibilities  that  administrative  duties 
are  being  attended  to  outside  regular  school  hours  or  during 

l^Hen  L.  Edwards,  Statistical  Analysis  for  Students 
ixi  Psychology  and  Education  (New  iorki  Rinehart  and  Co.  1946) 

pT  253. 
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the  assistant  principal’s  teaching  time.  There  was  evidence 
of  loss  of  teaching  time  when  eleven  out  of  twenty- two 
principals  and  assistant  principals  said  that  the  pupils  in 
the  assistant  principal’s  class  suffered  because  of  demands 
made  upon  him  during  his  teaching  time.  The  same  group 
indicated  that  assistant  principals  should  have  3.3  hours 
per  week  free  from  teaching  for  administrative  duties. 

Approximately  25  per  cent  of  the  total  time  devoted 
to  duties  listed  in  the  questionnaire  was  spent  on  four  items 
that  individually  scored  highest  in  the  amount  of  time 
devoted  to  them.  The  four  leading  items  were: 

Planning  extracurricular  activities. 

Controlling  pupils  outside  classrooms. 

Developing  school  philosophy  and  policies. 

Supervising  pupils  who  stay  for  lunch. 

About  half  the  total  time  spent  on  administrative 
duties  was  spent  on  the  first  four  items  previously  mentioned, 
and  six  other  items  that  ranked  next  in  the  individual  time 
devoted  to  them.  These  six  were: 

Teaching  demonstration  lessons. 

Acting  as  liaison  between  principal  and  staff. 

Observing  teachers  in  their  classrooms. 

Dealing  with  pupils  sent  for  disciplining. 

Taking  charge  of  a  division  or  area  of  instruction. 


Collecting  money. 


. 
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Planning  school  concerts  and  programs. 

Developing  the  school  library. 

Another  thirteen  items,  in  addition  to  those  already 
listed,  accounted  for  75  per  cent  of  the  time  assistant 
principals  spent  on  duties  listed  in  the  questionnaire. 

These  items  ranked  next  in  the  individual  time  devoted  to 
them.  They  were: 

Assisting  teachers  to  plan  lessons. 

Helping  with  teacher  discipline  problems. 

Looking  after  school  funds. 

Helping  with  teacher  discipline  problems. 

Organizing  traffic  safety  patrol. 

Looking  after  textbook  rental  or  distribution. 

Checking  school  machines. 

Participating  in  the  Home  and  School. 

Taking  charge  of  the  school  in  the  principal's  absence. 

Looking  after  school  inventories. 

Planning  staff  meetings. 

Orienting  new  teachers. 

Testing  pupils. 

IY.  PROBLEMS  OF  ASSISTANT  PRINCIPALS 

Principals  and  assistant  principals  both  reported  on 
the  greatest  problems  of  the  assistant  principal.  ihe  prob¬ 
lems  presented  are  listed  separately  as  they  were  reported 


. 

. 
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by  principals  and  assistant  principals. 

Problems  of  assistant  principals  reported  by 
principals.  The  problems  most  frequently  mentioned  were 
these: 

1.  There  is  not  sufficient  time  allowed  assistant 
principals  to  carry  out  administrative  duties. 

2.  Many  duties  performed  by  the  assistant  principal 
could  be  the  responsibility  of  the  staff. 

Other  problems  mentioned  by  principals  were: 

1.  There  is  not  sufficient  time  allowed  assistant  prin¬ 
cipals  to  learn  educational  administration. 

2.  It  is  difficult  to  get  staff  co-operation  in  sharing 
responsibilities . 

3.  Parental  demands  are  heavy. 

4.  Supervision  of  the  work  in  grades  one,  two  and  three 
is  a  problem. 

5.  The  assistant  principal  has  to  spend  a  lot  of  time 
with  the  school  sports  program. 

Problems  of  assistant  principals  reported  by  assist¬ 
ant  principals.  Assistant  principals  reported  these  prob¬ 
lems  most  frequently. 

1.  There  is  not  sufficient  time  for  the  assistant 
principal  to  carry  out  administrative  duties. 

The  duties  of  the  assistant  principal  are  not  clearly 
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defined. 

3.  The  teaching  time  of  the  assistant  principal  is 
interrupted  frequently. 

Other  problems  mentioned  by  assistant  principals 
were  these: 

1.  There  is  not  enough  time  to  counsel  and  study 
children  who  are  behaviour  problems. 

2.  Playground  supervision  takes  a  lot  of  time. 

3.  Collecting  money  and  handling  various  ticket  sales 
takes  too  much  time. 

4.  The  assistant  principal  has  a  small  share  in  the 
over-all  administration  of  the  school. 

5.  Scheduling  sports,  meetings,  and  other  school 
activities  produces  conflicts. 

6.  There  is  not  sufficient  notice  given  to  carry  out 
some  responsibilities. 

7.  There  is  not  sufficient  time  to  learn  school  adminis¬ 
tration. 

8.  It  is  difficult  to  maintain  order  in  the  halls. 
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CHAPTER  V 


FINDINGS  IN  LARGE  EmiENTARY  SCHOOLS 

The  findings  relating  to  the  assistant  principal  of 
large  elementary  schools  will  be  reported  in  four  sections: 
duties  relating  to  assistant  principals;  differences  between 
duties  assistant  principals  have  and  duties  assistant  prin¬ 
cipals  should  have;  administrative  time  of  assistant  prin¬ 
cipals  and  problems  of  assistant  principals. 

I.  DUTIES  RELATING  TO  ASSISTANT  PRINCIPALS 

Duties  of  assistant  principals  will  be  reported  in 
four  ways:  duties  of  primary,  major,  minor  and  no  responsib¬ 
ility;  duties  assistant  principals  have,  classified  in  eight 
general  areas  of  responsibility;  inherent  duties  of  the 
assistant  principal. 

Duties  of  Primary,  Major ,  Minor  and  No  Res  pons ibi li ty 

These  duties  are  reported  as  responsibilities  assist¬ 
ant  principals  have  and  responsibilities  assistant  principals 
should  have.  Duties  are  ranked  in  descending  order  of  per¬ 
centages,  according  to  the  frequency  in  viiich  they  were 

reported. 

Duties  of  primary  respons ibility  ass  is  tant  principals 


have.  The  primary  responsibilities  of  assistant  principals 


. 


47 


are  shown  in  Table  V. 

Duties  of  primary  res pons ibil ity  assistant  principals 
should  have .  Majorities  of  principals  and  assistant  prin¬ 
cipals,  from  their  responses,  indicated  that  assistants  had 
some  responsibility  in  thirty-six  items  listed  in  the  question¬ 
naire.  They  reported  that  assistant  principals  should  have 
responsibility  in  the  thirty-six  items  in  which  they  now 
have  responsibility  and  in  nineteen  additional  items.  The 
nineteen  additional  duties  are  listed  in  rank  order,  showing 
those  most  frequently  reported  first. 

1.  Teaching  demonstration  lessons. 

2.  Observing  teachers  in  classrooms. 

3.  Taking  charge  of  a  division  or  area  of  instruction. 

4.  Conferring  with  teachers  on  work  observed. 

5.  Working  with  supervisors  and  visiting  teachers. 

6.  Developing  school  curricula. 

7.  Preparing  timetables  in  departmentalized  schools. 

8.  Arranging  for  teachers  to  observe  lessons. 

9.  Arranging  in-service  classes  for  teachers. 

10.  Assisting  teachers  to  plan  lessons. 

11.  Reporting  on  teachers’  work. 

12.  Supervising  the  reporting  of  pupils’  work  to  parents. 

13.  Keeping  record  of  enterprises. 

14.  Representing  the  school  at  public  functions. 
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TABLE  V 


PRIMARY  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  LARGE 
ELEMENTARY  SCHOOLS  HAVE,  REPORTED  BY  MAJORITIES  OF 
PRINCIPALS  AND  ASSISTANT  PRINCIPALS  OF  LARGE 

ELEMENTARY  SCHOOLS 
(TOTAL  N  =  22) 


Percentage 
Number  Indicating 
Report-  Duty  a  Pri- 

Item  ing  mary  Respon- 

sibility 


Taking  charge  of  school  in  principals 
absence 

Controlling  pupils  outside  classrooms 
Dealing  with  pupils  sent  for  disciplin¬ 
ing 

Planning  school  concerts,  programs 
Compiling  and  checking  attendance  returns 
Participating  in  the  Home  &  School 
Association  activities 
Allocating  playgrounds 
Looking  after  substitute  teachers 
Managing  the  supply  room 
Supervising  pupil  promotion 
Developing  school  philosophy  and 
policies 

Planning  extracurricular  activities 
Acting  as  liaison  between  principal 
and  staff 

Checking  pupil  transfers 
Planning  staff  meetings 
Planning  notices  to  parents 
Handling  pupil  accidents  and  reports 
Looking  after  school  inventories 
Orienting  new  teachers 
Planning  school  bulletins  and  notices 
Helping  with  teacher  discipline 
Looking  after  fire  drill 
Developing  school  library 
Registering  and  placing  new  pupils 
Looking  after  lost  and  found 
Looking  after  textbook  rental  or 

dis  tribut  ion 


20 

100.0 

20 

95.0 

20 

95.0 

19 

94.7 

16 

95.7 

19 

89.5 

20 

85.0 

20 

80.0 

19 

79.0 

19 

79.0 

19 

79.0 

18 

77.8 

20 

75.0 

20 

75.0 

20 

75.0 

19 

73.7 

19 

73.7 

19 

73.7 

17 

70.6 

20 

70.0 

20 

70.0 

19 

68.5 

20 

65.0 

20 

65.0 

19 

63.0 

19 

63.0 

£ 
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TABLE  V  (contd.) 


Percentage 

Indicating 

Number  Duty  a  Pri- 

Item  Report-  mary  Respon- 

ing_ sib  ility 


Requisitioning  and  ordering  school 
supplies 

Collecting  money 
Checking  school  machines 
Co-ordinating  audio-visual 
Helping  with  teacher  instruction 
problems 

Building  professional  library 
Counselling  pupils 
Testing  pupils 

Looking  after  school  funds  from  money¬ 
raising  projects 
Convening  staff  meetings 


19 

63.0 

20 

60.0 

19 

58.0 

20 

55.0 

20 

55.0 

19 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

* 

. 
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15.  Organizing  the  traffic  safety  patrol. 

16.  Checking  on  pupil  attendance. 

17.  Checking  pupil  records. 

18.  Scheduling  the  use  of  building  for  school  purposes. 

19.  Conferring  with  parents  about  pupils. 

Put  i e s  of  ina.j or  respons ibility  ass  is  tan  t  principals 
have .  Assistant  principals  of  large  elementary  schools 
reported  a  major  share  of  responsibility  in  three  items. 
These  are  shown  in  Table  VI. 

TABLE  VI 

MAJOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF 
LARGE  ELEMENTARY  SCHOOLS  HAVE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  LARGE  ELEMENTARY  SCHOOLS 

(TOTAL  N=  22) 


Item 

Number 
Report- 
Me  ■ 

Percentage 
Indicating 
Duty  a 

Major  Res- 
p  on  sib  ility 

Taking  charge  of  school  in 
absence 

principal's 

20 

75.0 

Managing  the  supply  room 

19 

57.8 

Controlling  pupils  outside 

classrooms 

20 

55.0 

Duties  of  major  responsibility  assistant  principals 


should  have.  It  was  agreed  that  assistant  principals  should 


• 

• 

. 
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have  a  major  share  of  responsibility  in  two  of  the  three  items 
in  which  they  already  have  a  major  responsibility.  The  duty 
controlling  pupils  outside  classrooms  was  omitted  as  a 
major  responsibility  that  the  assistant  principal  should 
have . 

Three  items  were  added  as  duties  that  should  be  a 
major  responsibility  of  assistant  principals.  These  were: 

1.  Looking  after  textbook  rental  or  distribution. 

2.  Acting  as  liaison  between  principal  and  staff. 

3.  Allocating  playgrounds. 

Duties  of  minor  responsibility  ass  is  tant  principals 
have.  There  were  seventeen  items  in  which  assistant  prin¬ 
cipals  were  considered  having  a  minor  share  of  responsibility. 
These  are  shown  in  Table  VII. 

Duties  of  minor  resp onsib  ility  ass  is  tant  principals 
should  have .  principals  and  assistant  principals  thought 
assistant  principals  should  have  a  minor  share  of  responsibil¬ 
ity  in  the  seventeen  items  in  which  they  now  have  a  minor 
share  of  responsibility.  In  addition,  it  was  considered  that 
twenty  more  duties  should  be  minor  responsibilities  of  assist¬ 
ant  principals.  These  are  listed  in  rank  order,  with  items 
most  frequently  reported  as  minor  responsibilities  assistant 
principals  should  have,  appearing  first. 


. 
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TABLE  VII 

MINOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OP 
LARGE  ELEMENTARY  SCHOOLS  HAVE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  LARGE  ELEMENTARY  SCHOOLS 

(TOTAL  Ns  22) 


Percentage 
Indicating 
Number  Duty  a 

Item  Report-  Minor  Res- 

ing_ ponsibility 


Planning  school  concerts,  programs 
Participating  in  the  Home  &  School 
Association  activities 
Dealing  with  pupils  sent  for  discip¬ 
lining 

Planning  notices  to  parents 
Supervising  pupil  promotion 
Orienting  new  teachers 
Helping  with  teacher  discipline 
problems 

Looking  after  substitute  teachers 
Planning  school  bulletins  and  notices 
Handling  pupil  accidents  and  reports 
Planning  staff  meetings 
Developing  school  philosophy  and 
polic ies 

Looking  after  fire  drill 
Registering  and  placing  new  pupils 
Checking  pupil  transfers 
Developing  school  library 
Looking  after  lost  and  found 


19 

79.0 

19 

79.0 

20 

75.0 

19 

68.5 

19 

68.5 

17 

64.7 

20 

65.0 

20 

65.0 

20 

65.0 

19 

63.2 

20 

60.0 

19 

58.0 

19 

58.0 

20 

55.0 

20 

55.0 

20 

55.0 

19 

52.5 

■ 
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1.  Teaching  demonstration  lessons. 

2.  Working  with  supervisors  and  visiting  teachers. 

3.  Building  a  professional  library. 

4.  Preparing  timetables  in  departmentalized  schools. 

5.  Conferring  with  teachers  on  work  observed. 

6.  Taking  charge  of  an  area  or  division  of  instruction. 

V •  Developing  school  curricula. 

8.  Observing  teachers  in  classrooms. 

9.  Counselling  pupils. 

10.  Representing  the  school  at  public  functions. 

11.  Convening  staff  meetings. 

12.  Supervising  the  reporting  of  pupils*  work  to  parents. 

13.  Requisitioning  and  ordering  school  supplies. 

14.  Assisting  teachers  to  plan  lessons. 

15.  Testing  pupils. 

16.  Helping  with  teacher  instruction  problems. 

17.  Looking  after  school  inventories. 

18.  Checking  school  machines. 

19.  Checking  on  pupil  attendance. 

20.  Scheduling  the  use  of  the  building  for  school  purposes. 

Put ies  in  which  assistant  principals  have  no 
responsibility.  Since  few  elementary  schools  have  lockers, 
the  item  "looking  after  lockers"  should  not  be  considered 
applicable  to  large  elementary  schools.  Table  VIII  shows 


. 


■ 


. 
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the  twenty-nine  duties  for  which  assistant  principals  have  no 
responsibility. 

Duties  in  which  assistant  principals  should  have  no 
responsibility.  Principals  and  assistant  principals  thought 
that  assistants  of  large  elementary  schools  should  have  no 
responsibility  in  just  ten  items  listed  in  the  questionnaire. 
These  were: 

1.  Supervising  the  caretaker’s  work. 

2.  Substituting  for  teachers  away  from  their  classrooms. 

3.  Looking  after  lockers. 

4.  Participating  in  the  planning  of  new  school  construc¬ 
tion. 

5.  Planning  programs  for  atypical  children. 

6.  Rating  teachers. 

7.  Supervising  pupils  who  stay  for  lunch. 

8.  Supervising  school  demands  on  stenographic  services. 

9.  Working  with  police  and  welfare  cases. 

10.  Recording  teacher  absences. 

These  same  ten  items  were  also  classified  as  duties 
that  assistant  principals  of  large  elementary  schools  have 
no  responsibility  for. 

Duties  Assistant  Principals  Have  In  Light  General.  Areas  of 
Responsibility 

The  primary  duties  of  assistant  principals  of  lar^e 


* 
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TABLE  VIII 

AREAS  IN  WHICH  ASSISTANT  PRINCIPALS  OF 
LARGE  ELEMENTARY  SCHOOLS  HAVE  NO 
RESPONSIBILITY,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS  OF  LARGE 
ELEMENTARY  SCHOOLS 
(TOTAL  N  =  22) 


Item. 


Numb  e  r 
Report- 


Percentage 
Indicating 
No  Respon- 


Rating  teachers 
Looking  after  lockers 
Substituting  for  teachers  away  from 
their  classrooms 

Arranging  for  teachers  to  observe  lessons 
Supervising  caretaker* s  work 
Teaching  demonstration  lessons 
Reporting  on  teachers*  work 
Participating  in  the  planning  of  new 
school  construction  and  renovation 
Planning  programs  for  atypical  children 
'Working  with  police  and  welfare  cases 
Keeping  record  of  enterprises 
Arranging  in-service  classes  for 
teachers  in  school 
Observing  teachers  in  classrooms 
Supervising  the  reporting  of  pupils* 
work  to  parents 

Working  with  supervisors  and  visiting 
teachers 

Taking  charge  of  division  or  area  of 
instruction 

Conferring  with  teachers  on  work  observed 
Preparing  timetables  in  departmental¬ 
ized  schools 

Supervising  school  demands  on  steno¬ 
graphic  services 
Recording  teacher  absences 
Developing  school  curricula 
Checking  on  pupil  attendance 
Looking  after  pupil  insurance 
Supervising  pupils  who  stay  tor  lun 
Assisting  teachers  to  plan  lessons 
Checking  pupil  records 
Organizing  traffic  safety  patrol 
Scheduling  use  of  building  for  school 

Representing  the  school  at  public  functims 


g 

sibility 

20 

100.0 

16 

100.0 

20 

95.0 

20 

95.0 

19 

89.5 

20 

85.0 

20 

85.0 

18 

85.3 

19 

84.2 

20 

80.0 

20 

80.0 

20 

80.0 

20 

80.0 

18 

72.2 

20 

70.0 

20 

70.0 

20 

70.0 

19 

68.5 

19 

68.5 

20 

65.0 

20 

65.0 

17 

58.8 

19 

58.0 

19 

58.0 

20 

55.0 

19 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

elementary  schools  are  shown  under  eight  major  headings. 
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Clerical  dut ie s .  Duties  performed  that  "were  clerical 
duties  were: 

1.  Compiling  and  checking  attendance  returns. 

2.  Checking  pupil  transfers. 

3.  Handling  pupil  accidents  and  reports. 

4.  Looking  after  school  inventories. 

5.  Registering  and  placing  new  pupils. 

6.  Looking  after  lost  and  found* 

7.  Looking  after  textbook  rental  or  distribution. 

8.  Collecting  money. 

9.  Checking  school  machines. 

10.  Looking  after  school  funds. 

School  organization  and  management.  Duties  of  school 
organization  and  management  included: 

1.  Taking  charge  of  the  school  in  the  principal's 
absence . 

2.  Allocating  playgrounds. 

3.  Managing  the  supply  room. 

4.  Developing  school  philosophy  and  policies. 

5.  Planning  staff  meetings. 

6.  Planning  school  bulletins  and  notices. 

7.  Looking  after  fire  drill. 

8.  Requisitioning  and  ordering  school  supplies. 
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9.  Convening  staff  meetings. 

Teacher  personnel.  Teacher  personnel  duties  were: 

1.  Looking  after  substitute  teachers. 

2.  Acting  as  liaison  between  principal  and  staff. 

3.  Orienting  new  teachers. 

4.  Helping  with  teacher  discipline  problems. 

5.  Helping  with  teacher  instructional  problems. 

Pupil  personnel.  Pupil  personnel  duties  included: 

1.  Controlling  pupils  outside  classrooms. 

2.  Dealing  with  pupils  sent  for  disciplining. 

3.  Supervising  pupil  promotion. 

4.  Counselling  pupils. 

5.  Testing  pupils. 

Instructional  management .  Duties  of  instructional 

management  included: 

1.  Developing  the  school  library. 

2.  Co-ordinating  audio-visual. 

3.  Building  the  professional  library. 

Extracurricular.  Extracurricular  duties  were: 

1.  Planning  school  concerts. 

2.  Planning  extracurricular  sports,  paper,  clubs,  etc. 
Public  relations. 


Public  relations  duties  practiced 
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were : 

1.  Participating  in  the  Home  and  School. 

2.  Planning  notices  to  parents. 

The  majority  of  principals  and  assistant  principals 
considered  that  the  assistant  principal  had  no  duties  of  in¬ 
struction  beyond  those  of  his  own  classroom. 

Inherent  Duties  of  Assistant  Principals  of  Large  Elementary 
Schools 

Only  three  duties  were  considered  inherent  to  the 
assistant  principal  of  large  elementary  schools.  These  were: 

1.  Controlling  pupils  outside  classrooms. 

2.  Developing  school  philosophy  and  policies. 

3.  Taking  charge  of  the  school  in  the  principal's 

absence • 

XI.  DIFFERENCES  BETWEEN  DUTIES  ASSISTANT  PRINCIPALS 
HAVE  AND  DUTIES  ASSISTANT  PRINCIPALS  SHOULD  HAVE 

There  were  ten  items  with  significant  differences 
between  what  assistant  principals  were  doing  and  what  they 
should  be  doing  in  the  opinion  of  principals  and  assistant 
principals.  In  each  case  the  indication  was  that  the  assist¬ 
ant  should  be  doing  more. 

Three  of  the  duties  in  which  it  was  thought  assistant 
principals  should  participate  more  appeared  in  both  the 
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primary  and  minor  responsibility  categories.  They  were: 

Teaching  demonstration  lessons. 

Working  with  supervisors  and  visiting  teachers. 

Preparing  school  timetables . 

Six  of  the  duties  appeared  only  in  the  primary  res¬ 
ponsibility  category.  They  were: 

Observing  teachers  in  classrooms. 

Taking  charge  of  a  division  or  area  of  instruction. 

Conferring  with  teachers  on  work  observed. 

Developing  school  curricula. 

Arranging  for  teachers  to  observe  lessons. 

Convening  staff  meetings. 

In  the  no  responsibility  category  principals  and 
assistant  principals  indicated  significantly  that  assistants 
should  participate  more  in  the  item  "rating  teachers”. 

III.  ADMINISTRATIVE  TIME  OF  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  SCHOOLS 

Principals  and  assistant  principals  indicated,  on 
the  average,  that  assistant  principals  spent  124.5  minutes 
a  day  on  all  the  questionnaire  items.  They  also  said  they 
had  1.2  hours  a  week  free  from  teaching  and  estimated  that 
they  should  have  5.3  hours  a  week  for  administrative  duties. 
Out  of  nineteen  principals  and  seventeen  assistant  principals, 
about  40  per  cent  of  the  principals  and  44.4  per  cent  of  the 
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assistant  principals  thought  that  the  pupils  in  the  assist¬ 
ant  principal’s  class  were  adversely  affected  because  admin¬ 
istrative  duties  interfered  with  his  teaching. 

Approximately  25  per  cent  of  the  total  time  devoted 
to  duties  in  the  questionnaire  was  spent  on  four  items  which 
individually  took  the  most  time.  These  were: 

Controlling  pupils  outside  classrooms. 

Planning  extracurricular  activities. 

Managing  the  supply  room. 

Looking  after  school  inventories. 

About  half  the  total  time  spent  on  administrative 
duties  was  devoted  to  the  first  four  items  and  nine  other 
items  that  ranked  next  in  the  individual  time  devoted  to  them. 
The  se  n  ine  we  re  : 

Developing  school  philosophy  and  policies. 

Co-ordinating  audio-visual. 

Taking  charge  of  the  school  in  the  principal’s  absence. 
Looking  after  textbook  rental  or  distribution. 

Assisting  teachers  plan  lessons. 

Planning  staff  meetings. 

Allocating  playgrounds. 

Developing  the  school  library. 

Helping  with  teacher  discipline  problems. 

Another  thirteen  items,  in  addition  to  those  already 

listed,  accounted  for  75  per  cent  of  the  total  time  assistant 
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principals  spent  on  all  questionnaire  items.  These  were: 

Compiling  and  checking  attendance  returns. 

Counselling  pupils. 

Convening  staff  meetings. 

Orienting  new  teachers. 

Acting  as  liaison  between  principal  and  staff. 

Checking  school  machines. 

Requisitioning  and  ordering  school  supplies. 

Che eking  pupil  records. 

Dealing  with  pupils  sent  for  disciplining. 

Planning  school  bulletins  and  notices. 

Planning  school  concerts  and  programs. 

Looking  after  school  funds. 

Conferring  with  teachers  on  work  observed. 

IV.  PROBLEMS  0?  ASSISTANT  PRINCIPALS 

The  problems  of  assistant  principals  are  presented  as 
they  were  listed  by  principals  and  assistant  principals. 

Pro blems  of  assistant  principals  rep  or  ted  by  princi¬ 
pals.  The  problem  most  frequently  mentioned  by  principals  was 
that  assistants  did  not  have  sufficient  time  to  carry  out 
their  administrative  duties. 

Other  problems  mentioned  by  principals  were: 

1.  The  assistant  principal  loses  considerable  teaching 
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time . 

2.  Supervision  of  sports  takes  a  lot  of  time. 

3.  Playground  supervision  takes  a  lot  of  time. 

4.  The  duties  of  the  assistant  principal  are  not  clearly 
defined. 

5.  The  assistant  principal’s  class  is  too  large. 

6.  The  administrative  pay  of  the  assistant  principal  is 
too  little  to  compensate  for  the  extra  work  involved. 

7.  Too  much  time  has  to  be  spent  on  tasks  that  could  be 
performed  by  a  school  secretary. 

Problems  of  assistant  principals  rep orted  by  assisjt- 
ant  principals .  Assistant  principals  reported  these  problems 
most  frequently: 

1.  There  is  not  sufficient  time  allowed  the  assistant 
principal  for  administrative  duties. 

2.  The  assistant  principal  loses  considerable  teaching 
time. 

3.  Playground  supervision  takes  a  lot  cf  time. 

Other  problems  mentioned  by  assistant  principals  were 

1.  The  duties  of  the  assistant  principal  are  not  clearly 
defined. 

2.  The  principal  gives  the  assistant  principal  no  guid¬ 
ance  or  direction  in  administration. 

3.  The  assistant  principal  has  a  heavy  extracurricular 
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load. 

4,  Valuable  time  is  spent  on  tasks  that  could  be  done 
by  a  school  secretary. 

5.  The  assistant  principal  has  a  heavy  load  of  recess 
supervis ion. 


CHAPTER  VI 


FINDINGS  IN  SMALL  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

Findings  concerning  assistant  principals  of  small 
elementary  junior  high  schools  vail  be  reported  under  four 
major  headings:  duties  relating  to  assistant  principals; 
differences  between  duties  assistant  principals  have  and 
duties  assistant  principals  should  have;  administrative  time 
of  assistant  principals  and  problems  of  assistant  principals. 

I.  DUTIES  RELATING  TO  ASSISTANT  PRINCIPALS 

Duties  of  assistant  principals  will  be  reported  as: 
duties  of  primary,  major,  minor  and  no  responsibility;  duties 
assistant  principals  have,  classified  in  eight  general  areas 
of  responsibility;  inherent  duties  of  the  assistant  principal. 

Duties  of  Primary ,  Major ,  Minor  and  No  Responsibility 

These  duties  are  reported  as  responsibilities  assist¬ 
ant  principals  have  and  responsibilities  assistant  principals 
should  have.  Duties  are  ranked  in  descending  order  of  per¬ 
centages  according  to  the  frequency  in  which  they  were 
reported. 


Duties  of  primary  responsibility.  There  are  forty- 
six  items  in  which  assistant  principals  of  small  elementary 
junior  high  schools  have  a  primary  responsibility.  These  are 
reported  in  Table  IX. 


65 


TABLE  IX 

PRIMARY  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF 
SMALL  ELEMENTARY  JUNIOR  HIGH  SCHOOLS  HAVE , 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS  OF  SMALL  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  N  s  26) 


Item 


Percentage 
Indicating 
Number  Duty  a  Pri- 
Report-  mary  Res- 
ing_ ponsibility 


Controlling  pupils  outside  classroom 
Participating  in  the  Home  and  School 
Association 

Managing  the  supply  room 
Taking  charge  of  school  in  principal’s 
absence 

Planning  school  concerts,  programs 
Planning  extracurricular  activities 
Helping  with  teacher  discipline  problems 
Developing  school  philosophy  and  policies 
Counselling  pupils 
Supervising  pupil  promotion 
Requisitioning  and  ordering  school 
supplies 

Dealing  with  pupils  sent  for  disciplining 
Looking  after  school  inventories 
Conferring  with  parents  about  pupils 
Looking  after  textbook  rental  or  dis¬ 
tribution 

Planning  school  bulletins  and  notices 
Planning  staff  meetings 
Allocating  playgrounds 

Testing  pupils:  intelligence,  standard¬ 
ized  tests 

Compiling  and  checking  attendance 
returns 

Looking  after  pupil  insurance 
Handling  pupil  accidents  and  reports 
Checking  school  machines 
Developing  school  library 
Orienting  new  teachers 


20 

100.0 

19 

94.8 

19 

94.8 

18 

94.8 

20 

90.0 

20 

90.0 

20 

90.0 

20 

90.0 

19 

90.0 

18 

88.9 

18 

88.9 

20 

85.0 

19 

84.2 

18 

83.3 

20 

80.0 

20 

80.0 

20 

80.0 

19 

78.9 

18 

77.8 

18 

72.2 

18 

72.2 

18 

72.2 

20 

70.0 

20 

70.0 

20 

70.0 
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TABLE  IX  (contd.) 


Percentage 

Indicating 

Number 

Duty  a  Pri- 

Item 

Rep ort- 

mary  Res- 

ing 

ponsibility 

Acting  as  liaison  between  principal  and 
staff 

Looking  after  fire  drill 
Checking  pupil  records 
Taking  charge  of  division  or  area  of 
ins  truction 

Developing  school  curricula 
Looking  after  substitute  teachers 
Helping  with  teacher  instruction 
problems 

Checking  pupil  transfers 
Scheduling  use  of  building  for  school 
purposes 

Looking  after  lost  and  found 
Co-ordinating  audio  visual 
Convening  staff  meetings 
Looking  after  school  funds  from  money¬ 
raising  projects 
Building  professional  library 
Checking  on  pupil  attendance 
Organizing  traffic  safety  patrol 
Supervising  the  reporting  of  pupils' 
work  to  parents 

Registering  and  placing  new  pupils 
Planning  notices  to  parents 

Collecting  money  ^ 

Supervising  pupils  who  stay  for  lunch 


20 

70.0 

19 

68.4 

18 

66.7 

18 

66.7 

20 

65.0 

20 

65.0 

20 

65.0 

19 

63.2 

19 

63.2 

18 

61.1 

20 

60.0 

20 

60.0 

19 

57.9 

20 

55.0 

19 

52.6 

17 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

19 

52.6 

* 
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Duties  of  primary  responsibility  assistant  principals 
should  have .  Principals  and  assistant  principals  considered 
that  assistants  should  have  responsibility  in  the  forty-six 
items  in  which  they  now  have  responsibility.  In  addition  they 
reported  that  assistant  principals  should  have  responsibility 
in  fifteen  other  items.  These  are  reported  in  rank  order, 
showing  those  most  frequently  reported  first. 

1.  Observing  teachers  in  classrooms. 

2.  Keeping  record  of  enterprises. 

3.  Arranging  in-service  classes  for  teachers  in  the 
school. 

4.  Participating  in  the  planning  of  new  school  construc¬ 
tion. 

5.  Conferring  with  teachers  on  work  observed. 

6.  Working  with  supervisors  and  visiting  teachers. 

7.  Assisting  teachers  to  plan  lessons. 

8.  Reporting  on  teachers*  work. 

9.  Arranging  for  teachers  to  observe  lessons. 

10.  Preparing  school  timetables. 

11.  Representing  the  school  at  public  functions. 

12.  Supervising  school  demands  on  stenographic  services. 

13.  Substituting  for  teachers  away  from  their  classrooms. 

14.  Supervising  the  caretaker’s  work. 

15.  Working  with  police  and  welfare  cases. 
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Put ie s  of  major  responsibility  ass  is  tant  princ ipals 
have_«  Assistant  principals  of  small  elementary  junior  high 
schools  have  a  major  share  of  responsibility  in  six  items. 
These  are  shown  in  Table  X. 


TABLE  X 

MAJOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  SMALL 
ELEMENTARY  JUNIOR  HIGH  SCHOOLS  HATE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  SMALL  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  N  =  26} 


Item 

Number 
Rep or t- 
ing 

Percentage 
Indicating 
Duty  a  Major 
Responsibil¬ 
ity 

Managing  the  supply  room 

19 

79.0 

Taking  charge  of  school  in  principal's 
absence 

13 

77.7 

Looking  after  textbook  rental  or 
distribution 

20 

70.0 

Requisitioning  and  ordering  school 
supplies 

18 

55.5 

Controlling  pupils  outside  classrooms 

20 

55.5 

Allocating  playgrounds 

19 

52.6 

Duties  of  major  responsibility  assistant  principals 
should  have.  Principals  and  assistant  principals  indicated 
that  assistants  should  have  a  major  share  of  responsibility 
in  five  of  the  six  items  in  which  they  already  have  a  major 
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responsibility.  The  duty  "pupil  control  outside  classrooms" 
was  omitted  as  a  duty  that  assistant  principals  should  have 
a  major  responsibility  for. 

Four  items  were  added  as  duties  that  should  be  a 
major  responsibility  of  assistant  principals.  These  were: 

1.  Acting  as  liaison  between  principal  and  staff. 

2.  Counselling  pupils. 

3.  Organizing  the  traffic  safety  patrol. 

4.  Planning  extracurricular  activities. 

Duties  of  minor  responsibility  assistant  principals 
have.  Twenty-one  items  of  minor  responsibility  are  shown 
in  Table  XI. 

Duties  of  minor  responsibility  assistant  principals 
should  have.  Principals  and  assistant  principals  thought 
that  assistants  should  have  a  minor  share  of  responsibility 
in  the  twenty- one  items  in  which  they  now  have  a  minor  res¬ 
ponsibility.  In  addition,  it  was  considered  that  seventeen 
other  items  should  be  minor  responsibilities  of  assistant 
principals.  They  are  listed  in  rank  order,  with  items  most 
frequently  reported  appearing  first. 

1.  Reporting  on  teachers*  work. 

2.  Observing  teachers  in  classrooms. 

3.  Working  with  supervisors  and  visiting  teachers. 

4.  Participating  in  the  planning  of  new  school  construe- 
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TABLE  XI 

MINOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  SMALL 
ELEMENTARY  JUNIOR  HIGH  SCHOOLS  HAVE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  SMALL  ELEMENTARY- JUNIOR 

HIGH  SCHOOLS 
(TOTAL  N  =  26) 


Item 

Numbe  r 
Report¬ 
ing 

Percentage 
Indicating 
Duty  a 

Minor  Res¬ 
ponsibility 

Developing  school  philosophy  and 

policies 

Participating  in  the  Home  and  School 

20 

80.0 

Association  activities 

19 

79.0 

Conferring  with  parents  about  pupils 

18 

77.7 

Helping  with  teacher  discipline  problems  20 

75.0 

Supervising  pupil  promotion 

18 

72.2 

Planning  school  bulletins  and  notices 

20 

70.0 

Planning  staff  meetings 

20 

70.0 

Handling  pupil  accidents  and  reports 

18 

66.7 

Planning  school  concerts,  programs 
Helping  with  teacher  instruction 

20 

65.  0 

problems 

20 

65.0 

Looking  after  substitute  teachers 

20 

65.0 

Developing  school  curricula 

20 

65.0 

Looking  after  fire  drill 

19 

65  •  1 

Dealing  with  pupils  sent  for  disciplining  20 

60.0 

Convening  staff  meetings 

20 

60.0 

Developing  school  library 

20 

60.0 

Checking  pupil  transfers 

19 

57.9 

Looking  after  pupil  insurance 

18 

55.5 

Orienting  new  teachers 

20 

55.0 

Building  professional  library 
Supervising  and  reporting  of  pupils’ 

20 

55.0 

work  to  parents 

19 

52.6 

. 
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tion. 

5.  Planning  notices  to  parents. 

6.  Conferring  with  teachers  on  work  observed. 

7.  Assisting  teachers  to  plan  lessons. 

8.  Supervising  school  demands  on  stenographic  services. 

9.  Preparing  school  timetables. 

10.  Taking  charge  of  a  division  or  area  of  instruction. 

11.  Looking  after  school  funds. 

12.  Checking  on  pupil  attendance. 

13.  Representing  the  school  at  public  functions. 

14.  Looking  after  school  inventories. 

15.  Controlling  pupils  outside  classrooms. 

16.  Registering  and  placing  new  pupils. 

17.  Scheduling  the  use  of  the  building  for  school 
purposes. 

Duties  in  which  assistant  pr incipals  have  no  responsi¬ 
bility.  It  was  thought  that  assistant  principals  had  no 
responsibility  in  nineteen  duties.  These  are  shown  in  Table 
XII. 


Duties  in  which  assistant  pr incipals  should  have  no 
responsibility.  A  majority  of  principals  and  assistant 
principals  thought  that  the  assistant  principals  of  small 
elementary  junior  high  schools  should  have  some  responsibility 
in  all  of  the  questionnaire  items. 
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TAB LIC  XII 


AREAS  IN  WHICH  ASSISTANT  PRINCIPALS  OF  SMALL  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS  HAVE  NO  RESPONSIBILITY, 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS  OF  SMALL  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  N  =  26) 


Item 

Number 

Report¬ 

ing 

Percentage 

Indicating 

No  Respon¬ 
sibility 

Teaching  demonstration  lessons 

20 

85*0 

Rating  teachers 

20 

85.0 

Keeping  record  of  enterprises 

19 

84.2 

Planning  programs  for  atypical  children 
Arranging  in-service  classes  for  teachers 

19 

84.2 

in  school 

20 

80.0 

Arranging  for  teachers  to  observe  lessons 
Participating  in  the  planning  of  new 

20 

80.0 

school  construction  and  renovation 

18 

77.7 

Reporting  on  teachers’  work 

20 

75.0 

Recording  teacher  absences 

20 

75.0 

Observing  teachers  in  classrooms 
Substituting  for  teachers  away  from 

20 

75.0 

their  classrooms 

Conferring  with  teachers  on  work 

20 

70.0 

observed 

Supervising  school  demands  on  stenographic 

20 

70.0 

services 

19 

68.5 

Supervising  caretaker’s  work 

19 

68.5 

Looking  after  lockers 

18 

66.7 

Assisting  teachers  to  plan  lessons 

Working  with  supervisors  and  visiting 

20 

65.0 

teachers 

20 

55.0 

Working  with  police  and  welfare  cases 
Representing  the  school  at  public 

17 

52.9 

func  tions 

19 

52  •  6 

■ 
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Duties  Assistant  Principals  Have  in  Eight  G-eneral  Areas  of 
Responsibility. 

The  primary  responsibilities  of  assistant  principals 
of  small  elementary  junior  high  schools  are  shown  in  eight 
categories . 

Clerical  duties.  Clerical  duties  included: 

1.  Looking  after  school  inventories. 

2.  Looking  after  textbook  rental  or  distribution. 

3.  Compiling  and  checking  attendance  returns. 

4.  Looking  after  pupil  insurance. 

5.  Reporting  on  pupil  accidents. 

6.  Checking  school  machines. 

7.  Checking  pupil  records. 

8.  Checking  pupil  transfers. 

9.  Looking  after  lost  and  found. 

10.  Looking  after  school  funds. 

11.  Checking  on  pupil  attendance. 

12.  Registering  and  placing  new  pupils. 

13.  Collecting  money. 

School  organizat ion  and  manageme nt .  School  organiza¬ 
tion  and  management  duties  practised  were: 

1.  Managing  the  supply  room. 

2.  Taking  charge  of  the  school  in  the  principal’s 


absence . 


3.  Developing  school  philosophy  and  policies. 

4.  Requisitioning  and  ordering  school  supplies. 

5.  Planning  school  bulletins  and  notices. 

6.  Planning  staff  meetings. 

7.  Allocating  playgrounds. 

8.  Looking  after  fire  drill. 

9.  Scheduling  the  use  of  the  building  for  school 
purposes. 

10.  Convening  staff  meetings. 

11.  Organizing  the  traffic  safety  patrol. 

12.  Supervising  pupils  who  stay  for  lunch. 

Pupil  personnel.  Pupil  personnel  duties  performed 

were : 

1.  Controlling  pupils  outside  classrooms. 

2.  Counselling  pupils. 

3.  Supervising  pupil  promotion. 

4.  Dealing  with  pupils  sent  for  disciplining. 

5.  Testing  pupils. 

Teacher  personnel.  Duties  included  under  teacher 
personnel  were: 

1.  Helping  with  teacher  discipline  problems. 

2.  Orienting  newr  teachers. 

3.  Acting  as  liaison  between  principal  and  staff. 

4.  Looking  after  substitute  teachers. 
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5.  Helping  with  teacher  instruction  problems. 

Public  relations.  Duties  having  to  do  with  public 
relations  included: 

1.  Participating  in  the  Home  and  School. 

2.  Conferring  with  parents  about  pupils. 

3.  Supervising  the  reporting  of  pupils*  work  to  parents. 

4.  Planning  notices  to  parents. 

Instructional  management.  Duties  of  instructional 
management  included: 

1.  Developing  the  school  library. 

2.  Taking  charge  of  a  division  or  area  of  instruction. 

3.  Co-ordinating  audio-visual. 

4.  Building  a  professional  library. 

■extracurricular.  'Two  extracurricular  duties  performed 

were : 

1.  Planning  school  concerts  and  programs. 

2.  Planning  extracurricular  sports,  paper,  clubs,  etc. 

Ins  truct ion.  Teaching  demonstration  lessons  was  the 
only  duty  performed  under  instruction. 

Inherent  Duties  of  Assistant  Principals  of  Small  Blementary 
Junior  nigh  Schools 

There  were  nine  duties  considered  inherent  to  assist- 
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ant  principals  of  small  elementary  junior  high  schools. 

These  were: 

1.  Controlling  pupils  outside  classrooms. 

2.  Counselling  pupils. 

3.  Managing  the  supply  room. 

4.  Requisitioning  and  ordering  school  supplies. 

5.  Planning  extracurricular  activities. 

6.  Participating  in  the  activities  of  the  Home  and 
School  Association. 

7.  Taking  charge  of  the  school  in  the  principals 
absence . 

8.  Helping  with  teacher  discipline  problems. 

9.  Dealing  with  pupils  sent  for  disciplining. 

II.  DIFFERENCES  BETWEEN  DUTIES  ASSISTANT  PRINCIPALS 
HAVE  AND  DUTIES  ASSISTANT  PRINCIPALS  SHOULD  HAVE 

Differences  between  what  assistant  principals  are 
doing  and  what  they  should  be  doing  were  significant  in 
seven  different  items.  In  each  case  the  indication  was  that 
assistants  should  participate  more  in  the  item. 

Differences  were  apparent  in  six  items  appearing  in 
both  primary  and  minor  responsibility  categories.  These  were 
Observing  teachers  in  classrooms. 

Arranging  in-service  classes  for  teachers  in  the  school. 
Participating  in  the  planning  of  new  school  construction. 
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Keeping  a  record  of  enterprises. 

Conferring  with  teachers  on  work  observed* 

Working  with  supervisors  and  visiting  teachers. 

There  was  a  real  difference  between  what  assistant 
principals  were  doing  and  what  they  should  be  doing  in  the 
item  "reporting  on  teachers*  work".  The  difference  was  sig¬ 
nificant  in  the  minor  responsibility  category. 

III.  ADMINISTRATIVE  TIME  OF  ASSISTANT  PRINCIPALS 
OF  SMALL  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

Principals  and  assistant  principals  indicated  on  the 
average,  that  assistant  principals  of  small  elementary 
junior  high  schools  spent  about  254  minutes  a  day  on  the  items 
listed  in  the  questionnaire.  This  same  group  of  assistants 
has  only  3.5  hours  a  week  scheduled  for  administrative  duties, 
but  principals  and  assistants  considered  that  the  scheduled 
time  free  from  teaching  should  be  eight  hours  a  week. 

There  is  a  large  discrepancy  between  the  administrat¬ 
ive  time  available  to  assistant  principals  and  the  total 
estimated  time  spent  on  the  questionnaire  duties.  Perhaps 
generous  amounts  of  time  have  been  checked.  On  the  other 
hand  there  is  the  possibility  that  assistants  are  attending 
to  their  administrative  duties  outside  of  regular  school 
hours  or  during  their  teaching  time.  Out  of  nineteen  prin¬ 
cipals  and  assistant  principals  reporting,  about  40  per  cent 


, 


78 

of  them  thought  that  the  assistant  principals  class  was 
interfered  with  because  of  demands  made  upon  his  teaching 
time . 

Thirteen  items,  which  individually  took  the  most 
administrative  time,  accounted  for  more  than  half  the  total 
time  estimated  for  all  questionnaire  duties.  The  leading 
items  were: 

Controlling  pupils  outside  of  classrooms. 

Counselling  pupils. 

Testing  pupils. 

Managing  the  supply  room. 

Requisitioning  and  ordering  supplies. 

Planning  extracurricular  activities. 

Looking  after  school  inventories. 

Participating  in  the  Home  and  School. 

Looking  after  textbook  rental  or  distribution. 

Taking  charge  of  the  school  in  the  principal’s  absence. 

Helping  with  teacher  discipline  problems. 

Supervising  pupils  who  stay  for  lunch. 

Compiling  and  checking  attendance  returns. 

Another  thirteen  items,  in  addition  to  those  already 
listed,  accounted  for  nearly  three-quarters  of  the  total  time 
spent  on  all  questionnaire  items.  These  were: 

Dealing  with  pupils  sent  for  disciplining. 

Taking  charge  of  a  division  or  area  of  instruction. 

Collecting  money. 
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Developing  school  philosophy  and  policies. 

Looking  after  lockers. 

Co-ordinating  audio-visual. 

Looking  after  lost  and  found. 

Planning  school  concerts  and  programs. 

Checking  on  school  attendance. 

Checking  pupil  records. 

Developing  the  school  library. 

Conferring  with  parents  about  pupils. 

Building  a  professional  library. 

Problems  of  Assistant  Principals 

The  problems  of  assistant  principals  are  presented 
as  they  were  seen  by  principals  and  assistant  principals. 

Problems  of  ass  is  tant  principals  reported  by 
principals.  The  problems  mentioned  most  frequently  by  prin¬ 
cipals  were: 

1.  The  assistant  principal  does  not  have  sufficient 
time  to  carry  out  his  administrative  duties. 

2.  It  is  difficult  to  get  teachers  to  take  responsibil¬ 
ity  in  the  extracurricular  program. 

Other  problems  mentioned  by  principals  were: 

1.  There  is  not  sufficient  compensation  for  extracurric¬ 
ular  work. 

2.  Assistant  principals  find  it  difficult  to  adjust 
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themselves  to  lower  age  groups. 

3.  It  is  difficult  to  get  teachers  enthusiastic  about 
the  physical  education  program. 

4.  Assistant  principals  have  a  heavy  counselling  load. 

5.  Minor  duties  take  too  much  of  the  assistant’s  time. 

Problems  of  assistant  pr incip als  reported  by  assis t- 
ant  principals.  The  problems  most  frequently  mentioned  were: 

1.  The  assistant  does  not  have  sufficient  time  to 
carry  out  his  duties. 

2.  The  assistant  has  a  heavy  load  of  extracurricular 
responsib ill tie  s. 

3.  There  is  not  sufficient  time  for  the  assistant  to 
learn  administration. 

4.  Assistant  principals  have  a  small  share  in  school 
planning. 

5.  The  assistant  principalship  does  not  provide  adequate 
training  in  educational  administration. 

Other  problems  mentioned  by  assistant  principals  were: 

1.  ^e  duties  of  the  assistant  principal  are  not  clearly 
defined. 

2.  The  principal  does  not  share  responsibility  with  his 
assistant* 

3.  The  assistant  principal  loses  considerable  teaching 
time . 

4.  The  assistant  has  a  heavy  counselling  program. 


CHAPTER  VII 


FINDINGS  IN  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

Findings  relevant  to  assistant  principals  of  large 
elementary  junior  High  schools  will  be  reported  under  four 
major  headings:  duties  relating  to  assistant  principals; 
differences  between  duties  assistant  principals  have  and 
duties  assistant  principals  should  have;  administrative  time 
of  assistant  principals  and  problems  of  assistant  principals. 

L.  DUTIES  RELATING  TO  ASSISTANT  PRINCIPALS 

Duties  of  assistant  principals  will  be  reported  as: 
duties  of  primary,  major,  minor  and  no  responsibility;  duties 
assistant  principals  have,  classified  in  eight  general  areas 
of  responsibility;  inherent  duties  of  the  assistant  principal 

Duties  of  Primary,  Major ,  Minor  and  No  Responsibility 

Duties  in  these  categories  will  be  reported  as  respon 
sibilities  assistant  principals  have  and  responsibilities 
assistant  principals  should  have.  Duties  are  ranked  in  des¬ 
cending  order  of  percentages  according  to  the  frequency  in 
which  they  were  reported. 

Duties  of  primary  responsibility.  Assistant  princi¬ 
pals  of  large  elementary  junior  high  schools  were  reported 
having  primary  responsibility  in  forty-eight  duties.  These 
are  shown  in  Table  XIII. 
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TABLE  XIII 


PRIMARY  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  LARGE 
KI22MENTARY  JUNIOR  HIGH  SCHOOLS  HAVE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  LARGE  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  N  -  21) 


Percentage 
Indicating 
Number  Primary 

Item  Report-  Respon- 

ing_ sibility 


Controlling  pupils  outside  classrooms 
Dealing  with  pupils  sent  for  discip¬ 
lining 

Taking  charge  of  school  in  principal’s 
absence 

Helping  with  teacher  disciplining 
problems 

Acting  as  liaison  between  principal  and 
staff 

Planning  school  concerts,  programs 
Allocating  playgrounds 

Developing  school  philosophy  and  policies 
Conferring  with  parents  about  pupils 
Planning  extracurricular  activities 
Managing  the  supply  room 
Helping  with  teacher  instruction 
problems 

Counselling  pupils 
Planning  staff  meetings 
Supervising  pupil  promotion 
Looking  after  school  inventories 
Looking  after  lost  and  found 
Planning  school  bulletins  and  notices 
Working  with  police  and  welfare  cases 
Checking  pupil  records 
Scheduling  use  of  building  for  school 

purposes 

Participating  in  the  Home  and  bchool 
Association  activities 
Planning  notices  to  parents 
Orienting  new  teachers 
Convening  staff  meetings 
Testing  pupils 


16 

100.0 

16 

100.0 

15 

100.0 

15 

93.3 

16 

93.3 

16 

93.3 

14 

92.9 

15 

86.7 

15 

86.7 

15 

86.7 

14 

85.7 

16 

81.3 

15 

80.0 

15 

80.0 

15 

80.0 

15 

80.0 

14 

78.6 

16 

75.0 

15 

73.3 

15 

73.3 

15 

73.3 

15 

73.3 

14 

71.4 

16 

68.8 

15 

66.7 

15 

66.7 
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TABLE  XIII  (contd.) 


Percentage 

Indicating 

Number 

Primary 

Item 

Rep ort- 

Respon- 

Ing 

sibility 

Checking  on  pupil  attendance 
Compiling  and  checking  attendance 
re  turns 

Handling  pupil  accidents  and  reports 
Representing  the  school  at  public 
functions 

Looking  after  school  funds  from  money¬ 
raising  projects 

Requisitioning  and  ordering  school 
supplies 

Checking  pupil  transfers 
Working  with  supervisors  and  visiting 
teachers 

Taking  charge  of  division  or  area  of 
instruction 

Conferring  with  teachers  on  work 
observed 

Collecting  money 

Supervising  pupils  who  stay  for  lunch 
Registering  and  placing  new  pupils 
Looking  after  fire  drill 
Checking  on  pupil  attendance 
Planning  programs  for  atypical  children 
Substituting  for  teachers  away  from 
their  classrooms 
Co-ordinating  audio  visual 
Checking  school  machines 
Developing  school  curricula 
Observing  teachers  in  classrooms 
Looking  after  pupil  insurance 


15 

66.7 

15 

66.7 

15 

66.7 

14 

64.3 

14 

64.3 

14 

64.3 

14 

64.3 

16 

62.5 

16 

62.5 

15 

60.0 

15 

60.0 

15 

60.0 

15 

60.0 

14 

57.1 

14 

57.1 

14 

57.1 

16 

56.2 

16 

56.2 

16 

56.2 

15 

53.3 

15 

53.3 

13 

53.3 

■ 
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Duties  of  primary  responsibility  assistant  principals 
should  have .  Principals  and  assistant  principals  considered 
that  assistant  principals  should  have  some  responsibility  in 
the  forty-eight  items  in  which  they  now  share  responsibility. 
In  addition,  they  reported  that  assistant  principals  should 
have  responsibility  in  sixteen  other  listed  items.  These 
are  reported  in  rank  order,  showing  those  most  frequently 
reported  first. 

1.  Arranging  for  teachers  to  observe  lessons. 

2.  Looking  after  lockers. 

3.  Teaching  demonstration  lessons. 

4.  Reporting  on  teachers1  work. 

5.  Preparing  school  timetables. 

6.  Assisting  teachers  to  plan  lessons. 

7.  Arranging  in-service  classes  for  teachers. 

8.  Building  a  professional  library. 

9.  Developing  the  school  library. 

10.  Rating  teachers. 

11.  Looking  after  textbook  rental  or  distribution. 

12.  Participating  in  the  planning  of  new  school  construc¬ 
tion. 

13.  Supervising  the  reporting  of  pupils1  work  to  parents. 

14.  Supervising  school  demands  on  stenographic  services. 

15.  Keeping  record  of  enterprises. 

16.  Looking  after  substitute  teachers. 
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9l  major  responsibility  assistant  principals 
hav£.  The  two  items  of  major  responsibility  are  shown  in 
Table  XIV. 


TABLE  XIV 

MAJOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF 
LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS  HAVE, 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS  OF  LARGE  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  Ns  21) 


Item 

Number 
Repor t- 
ing 

Percentage 
Indicating 
Duty  a 

Major  Res¬ 
ponsibility 

Taking  charge  of  school 
absence 

in  principals 

15 

100.0 

Allocating  playgrounds 

14 

64.3 

Duties  of  major 

responsibility 

assistant 

principals 

should  have.  Principals  and  assistant  principals  indicated 


that  assistant  principals  should  have  a  major  share  of  res¬ 
ponsibility  in  the  two  items  in  which  they  now  have  a  major 
share  of  responsibility.  In  addition,  it  was  reported  that 
assistants  should  have  a  major  share  of  responsibility  in 
the  following: 

Acting  as  liaison  between  principal  and  staff. 

Organizing  the  traffic  safety  patrol. 


- 


•  . 
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Put ies  of  minor  responsibility  assistant  pr incipals 
have .  Twenty-eight  duties  of  minor  responsibility  are  shown 
in  Table  XV”. 

Duties  of  minor  responsibility  assistant  principals 
should  have.  It  was  reported  that  assistants  should  have  a 
minor  share  of  responsibility  in  all  but  one  of  the  items 
that  they  now  have  responsibility  for.  The  duty  omitted 
from  this  category  was  "liaison  between  principal  and  staff" 
which  was  considered  a  major  responsibility.  There  were 
twenty-seven  other  items  in  which  assistant  principals  should 
have  a  minor  share  of  responsibility.  These  are  listed  in 
rank  order  with  duties  most  frequently  reported  on  appearing 
first . 

1.  Arranging  for  teachers  to  observe  lessons. 

2.  Reporting  on  teachers’  work. 

3.  Preparing  school  timetables. 

4.  Looking  after  lockers. 

5.  Looking  after  school  funds. 

6.  Teaching  demonstration  lessons. 

7.  Rating  teachers. 

8.  Checking  school  machines. 

9.  Looking  after  textbook  rental  or  distribution. 

10.  Supervising  school  demands  on  stenographic  services. 

11.  Assisting  teachers  to  plan  lessons. 


. 
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TABLE  XV 

MINOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  OF  LARGE 
ELEMENTARY  JUNIOR  HIGH  SCHOOLS  HAVE,  REPORTED  BY 
MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  OF  LARGE  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS 
(TOTAL  N  =  21) 


Percentage 

Indicating 

Number  Duty  a  Minor 
Item  Report-  Responsibil- 

ing_ ity 


Planning  staff  meetings 
Helping  with  teacher  instruction  prob¬ 
lems 

Helping  with  teacher  discipline  problems 
Working  with  police  and  welfare  cases 
Planning  school  bulletins  and  notices 
Orienting  new  teachers 
Developing  school  philosophy  and 
policies 

Convening  staff  meetings 
Planning  extracurricular  activities 
Conferring  with  parents  about  pupils 
Handling  pupil  accidents  and  reports 
Scheduling  use  of  building  for  school 
purposes 

Planning  notices  to  parents 
Representing  the  school  at  public 
functions 

Acting  as  liaison  between  principal  and 
staff 

Planning  school  concerts,  programs 
Controlling  pupils  outside  classrooms 
Dealing  with  pupils  sent  for  disciplining 
Participating  in  the  Home  and  School 
Association 

Looking  after  school  inventories 
Checking  on  pupil  attendance 
Conferring  with  teachers  on  work 
Looking  after  fire  drill 
Working  with  supervisors  and  visiting 

teachers 

Counselling  pupils 
Checking  pupil  records 
Registering  and  placing  new  pupils 
Observing  teachers  in 


observed 


classrooms 


15 

80.0 

16 

75.0 

15 

75.3 

15 

73.3 

16 

68.8 

16 

68.8 

15 

66.7 

15 

66.7 

15 

66.7 

15 

66.7 

15 

66.7 

15 

66.7 

14 

64.3 

14 

64.3 

16 

62.5 

16 

62.5 

16 

62.5 

16 

62.5 

15 

60.0 

15 

60.0 

15 

60.0 

15 

60.0 

14 

57.1 

16 

56.3 

15 

53.3 

15 

53.3 

15 

53.3 

15 

53.3 

‘ 

. 
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12.  Collecting  money. 

1° •  Requisitioning  and  ordering  supplies. 

14.  Developing  school  curricula. 

15.  Arranging  in-service  classes  for  teachers  in  the 
school. 

16.  Developing  the  school  library. 

17.  Looking  after  pupil  insurance. 

18.  Supervising  the  reporting  of  pupils*  work  to  parents. 

19.  Supervising  pupils  who  stay  for  lunch. 

20.  Building  a  professional  library. 

21.  Supervising  pupil  promotion. 

22.  Testing  pupils. 

23.  Substituting  for  teachers  away  from  their  classrooms. 
£4.  Representing  the  school  at  public  functions. 

25.  Looking  after  substitute  teachers. 

26.  Compiling  and  checking  attendance  returns. 

27.  Planning  programs  for  atypical  children. 

Duties  in  which  assistant  pr incipals  have  no  respon¬ 
sibility.  Fourteen  duties  were  reported  as  not  being  the 
responsibility  of  assistant  principals  of  large  elementary 
junior  high  schools.  These  are  shown  in  Table  XVI. 

Duties  in  which  assis tant  princi pals  should  have  no 
responsibility.  The  duties  "supervising  the  caretaker* s  work" 
and  "recording  teacher  absences"  were  the  only  duties  that 


. 
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TABLE  XVI 

AREAS  IN  WHICH  ASSISTANT  PRINCIPALS  OF  LARGE  ELEMENTARY 
JUNIOR  HIGH  SCHOOLS  HAVE  NO  RESPONSIBILITY  REPORTED 
BY  MAJORITIES  OF  PRINCIPALS  AND  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

(TOTAL  N  a  21) 


Item 

Number 

Report¬ 

ing 

Percentage 
Indicating 
No  Respon¬ 
sibility 

Looking  after  lockers 

12 

91.7 

Arranging  for  teachers  to  observe 
lessons 

14 

78.6 

Supervising  school  demands  on  steno¬ 
graphic  services 

14 

71.4 

Rating  teachers 

14 

71.4 

Participating  in  the  planning  of  new 
school  construction  and  renovation 

13 

69.3 

Supervising  caretaker’s  work 

14 

64.3 

Teaching  demonstration  lessons 

14 

64.3 

Reporting  on  teachers’  work 

16 

62.5 

Arranging  in-service  classes  for  teach¬ 
ers  in  school 

13 

61.5 

Building  professional  library 

14 

57.1 

Preparing  timetables  in  departmentalized 
schools 

14 

57.1 

Recording  teacher  absences 

16 

56.3 

Keeping  record  of  enterprises 

16 

56.3 

Assisting  teachers  to  plan  lessons 

15 

53 « 3 

'* 


• 

* 

90 

principals  and  assistant  principals  thought  the  assistant 
principal  should  not  have. 

Duties  Assistant  Principals  Have  in  Light  General  Areas  of 
Responsibility. 

The  primary  responsibilities  of  assistant  principals 
of  large  elementary  junior  high  schools  are  shown  under  eight 
major  headings. 

Clerical  dut ies .  Clerical  duties  included: 

1.  Looking  after  school  inventories. 

2.  Looking  after  lost  and  found. 

3.  Checking  pupil  records. 

4.  Checking  on  pupil  attendance. 

5.  Compiling  and  checking  attendance  returns. 

6.  Handling  pupil  accidents  and  reports. 

7.  Looking  after  school  funds. 

8.  Checking  pupil  transfers. 

9.  Collecting  money. 

10.  Registering  and  placing  new  pupils. 

11.  Checking  on  pupil  attendance. 

12.  Checking  school  machines. 

13.  Looking  after  pupil  insurance. 

School  organization  and  management .  Duties  of  school 


organization  and  management  were : 


. 


1*  Taking  charge  of  the  school  in  the  principal’s 
absence . 

2.  allocating  playgrounds. 

3.  Developing  school  philosophy  and  policies. 

4.  Managing  the  supply  room. 

5.  Planning  staff  meetings. 

6.  Planning  school  bulletins  and  notices. 

7.  Scheduling  the  use  of  the  building  for  school 
purposes. 

Q.  Convening  staff  meetings. 

9.  Requisitioning  and  ordering  school  supplies. 

10.  Supervising  pupils  who  stay  for  lunch. 

11.  Looking  after  fire  drill. 

Pupil  personnel.  Pupil  personnel  duties  included: 

1.  Controlling  pupils  outside  classrooms. 

2.  Dealing  with  pupils  sent  for  disciplining. 

3.  Counselling  pupils. 

4.  Supervising  pupil  promotion. 

5.  Working  with  police  and  welfare  cases. 

6.  Testing  pupils. 

Instructional  management.  Duties  performed  under 
instructional  management  were: 

1.  Working  with  supervisors  and  visiting  teachers. 

2.  Taking  charge  of  a  division  or  area  of  instruction 
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3.  Planning  programs  for  atypical  children. 

4.  Substituting  for  teachers  away  from  their  classrooms. 

5.  Co-ordinating  audio-visual  aids. 

Public  relations.  Public  relations  duties  carried 
out  were: 

1.  Conferring  with  parents  about  pupils. 

2.  Participating  in  the  Home  and  School. 

3.  Planning  notices  to  parents. 

4.  Representing  the  school  at  public  functions. 

Teacher  personnel.  Duties  performed  under  teacher 
personnel  included: 

1.  Helping  with  teacher  discipline  problems. 

2.  Acting  as  liaison  between  principal  and  staff. 

3.  Helping  with  teacher  instruction  problems. 

4.  Orienting  new  teachers. 

Instruction.  Duties  of  ins  true  tion  were  : 

1.  Conferring  with  teachers  on  work  observed. 

2.  Developing  school  curricula. 

3.  Observing  teachers  in  classrooms. 

Extracurricular.  Extracurricular  duties  practised 

were : 

1.  planning  school  concerts  and  programs. 

2.  Planning  extracurricular  sports,  paper,  clubs,  etc. 
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Inherent  .Duties  of  Assistant  Principals  of*  Large  Elementary 
Junior  High  Schools 

The  following  duties  were  considered  inherent  to  the 
assistant  principal  of  the  large  elementary  junior  high 
school : 

1.  Controlling  pupils  outside  classrooms. 

2.  Counselling  pupils. 

3.  Dealing  with  pupils  sent  for  disciplining. 

4.  Conferring  with  parents  about  pupils. 

5.  Developing  school  philosophy  and  policies. 

6*  Planning  school  concerts  and  programs. 

7.  Taking  charge  of  the  school  in  the  principals  absence. 

8.  Helping  with  teacher  discipline  problems. 

9.  Helping  with  teacher  instruction  problems. 

II.  DIFFERENCES  BETWEEN  DUTIES  ASSISTANT  PRINCIPALS 
HAVE  AND  DUTIES  ASSISTANT  PRINCIPALS  SHOULD  HAVE 

There  were  six  items  in  which  differences  were  sig¬ 
nificant.  In  each  case  it  was  recommended  that  the  assist¬ 
ant  principal  should  do  more.  It  was  thought  that  assistant 
principals  should  participate  more  in  arranging  for  teachers 
to  observe  lessons  and  in  reporting  on  the  work  of  teachers. 
Differences  apparent  in  the  primary  category  included  these 
i  terns : 

1.  Looking  after  lockers. 
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2.  Teaching  demonstration  lessons. 

3.  Preparing  school  timetables. 

III.  ADMINISTRATIVE  TIMS  OF  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

Principals  and  assistant  principals  indicated  on  the 
average  that  assistant  principals  spent  170  minutes  a  day- 
on  duties  itemized  in  the  questionnaire.  The  assistant 
principals  in  this  group  have  five  hours  a  week  scheduled 
for  administrative  duties.  Principals  and  assistant  princi¬ 
pals  considered  the  time  for  administrative  duties  should  be 
10.8  hours  a  week. 

Two- thirds  of  the  principals  and  assistant  principals 
thought  that  the  pupils  in  the  assistant’s  class  were 
neglected  because  of  demands  interrupting  his  teaching  time. 

Five  items,  which  individually  took  the  most  time, 
accounted  for  abour  25  per  cent  of  the  total  time  estimated 
for  all  duties  listed  in  the  questionnaire.  These  were: 

Planning  extracurricular  activities. 

Counselling  pupils. 

Controlling  pupils  outside  classrooms. 

Convening  staff  meetings. 

Dealing  with  pupils  sent  for  disciplining. 

About  50  per  cent  of  the  total  time  was  devoted  to 

these  five  items  and  eleven  others  which  ranked  next  in  the 
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individual  time  spent  on  them.  These  eleven  were: 

Conferring  with  parents  about  pupils. 

Supervising  pupils  who  stay  for  lunch. 

Developing  school  philosophy  and  policies. 

Planning  school  concerts  and  programs. 

Taking  charge  of  the  school  in  the  principals  absence. 
Helping  with  teacher  discipline  problems. 

Helping  with  teacher  instruction  problems. 

Co-ordinating  audio-visual. 

Conferring  with  teachers  on  work  observed. 

Planning  school  notices  and  bulletins. 

Looking  after  textbook  rental  or  distribution. 

Another  fifteen  items,  together  with  those  previously 
given,  took  about  75  per  cent  of  the  total  time  spent  on 
duties  listed.  These  fifteen  were: 

Testing  pupils. 

Looking  after  school  inventories. 

Collecting  money. 

Arranging  in-service  classes  for  teachers  in  the  school. 
Observing  teachers  in  classrooms. 

Acting  as  liaison  between  principal  and  staff. 

Organizing  the  traffic  safety  patrol. 

Requisitioning  and  ordering  supplies. 

Planning  staff  meetings. 

Developing  the  school  library. 


. 
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Substituting  for  teachers  away  from  their  classrooms. 
Compiling  and  checking  attendance  returns. 

Checking  pupils’  records. 

Managing  the  supply  room. 

Scheduling  the  use  of  the  building  for  school  purposes. 

Problems  of  Assistant  Principals 

The  problems  of  assistant  principals  are  reported  by 
principals  and  assistant  principals. 

Problems  of  assistant  principals  rep or  ted  by  pr in- 
cipals .  The  problem  most  frequently  reported  by  principals 
was  that  assistants  did  not  have  sufficient  time  to  carry  out 
their  administrative  duties. 

Other  problems  mentioned  vere: 

1.  Too  much  is  expected  of  the  assistant  principal. 

2.  The  assistant  principal  has  a  heavy  load  of  play- 
ground  supervision. 

3.  The  assistant  principal  does  not  remain  long  enough 
in  one  school. 

4.  The  assistant  principal  does  not  have  an  adequate 
office . 

Problems  of  assistant  princi  pal  s  rep  or  ted  by  assjLs_t- 
ant  princ ipals .  The  problems  most  frequently  mentioned  by 


assistants  were: 


■» 


97 


1*  The  assistant  principal  does  not  have  sufficient 
time  to  carry  out  his  administrative  duties. 

2.  Minor  responsibilities  take  too  much  time. 

Other  problems  mentioned  by  assistants  were: 

1.  The  assistant  principal  does  not  remain  long  enough 
in  one  school. 

2.  The  assistant  principal  has  no  status  or  authority. 

3.  The  assistant  has  difficulty  co-ordinating  element¬ 
ary  and  junior  high  activities. 

4.  The  duties  of  the  assistant  principal  are  not  clearly 
defined. 

5.  The  principal  does  not  share  many  responsibilities 
with  his  assistant. 

6.  The  assistant  principal  loses  considerable  teaching 
time  • 

7.  The  assistant  principal  does  not  have  the  opportunity 
to  confer  informally  with  the  principal. 

Q.  The  assistant  principal  has  too  much  time  off. 


* 


CHAPTER  VIII 


FINDINGS  IN  EIEMENTARY  AND  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

When  assistant  principals  were  studied  in  their 
individual  categories,  findings  were  based  on  the  combined 
responses  of  principals  and  assistant  principals.  In  this 
chapter  the  population  has  been  reclassified.  One  grouping 
places  all  responding  principals  and  assistant  principals 
in  one  large  single  category  and  the  findings  are  presented 
in  much  the  same  way  as  they  were  in  the  smaller  groups. 
Another  arrangement  places  all  responding  principals  in  one 
group  and  assistant  principals  in  another.  These  new  cate¬ 
gories  make  it  possible  to  generalize  more  and  to  make  com¬ 
parisons  between  the  opinions  of  principals  and  assistants 
concerning  the  responsibilities  of  the  assistant  principal. 

Findings  from  the  large  single  category  will  be  re¬ 
ported  under  six  major  headings:  duties  relating  to  assist¬ 
ant  principals;  differences  between  duties  assistant  princi¬ 
pals  have  and  duties  assistant  principals  should  have;  major 
areas  of  responsibility  in  which  assistant  principals  should 
have  more  responsibility;  conflicts  between  principals  and 
assistant  principals  concerning  the  duties  of  assistant  prin¬ 
cipals;  administrative  time  of  assistant  principals  and 
problems  of  assistant  principals. 
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I.  DUTIES  RELATING  TO  ASSISTANT  PRINCIPALS 

Duties  relating  to  assistant  principals  will  be 
reported  as:  duties  of  primary,  major,  minor  and  no  respon¬ 
sibility;  duties  assistant  principals  have  in  eight  general 
areas  of  responsibility;  inherent  duties  of  assistant  prin¬ 
cipals.  In  each  category  duties  are  ranked  in  order  of  the 
frequency  in  which  they  were  reported. 

Duties  of  Primary,  Ma jor ,  Minor  and  No  Responsibility 

Duties  will  be  reported  as  duties  assistant  princi¬ 
pals  have  and  duties  assistant  principals  should  have. 

Duties  of  pr irnary  responsibility  assis tant  princi¬ 
pals  have ♦  Assistant  principals  have  a  primary  responsi¬ 
bility  in  forty-six  duties.  These  are  reported  in  Table  XVII. 

Duties  of  pr imary  responsibility  assistant  pr  inci- 
pals  should  have.  Principals  and  assistant  principals  re¬ 
ported  that  assistants  should  have  some  responsibility  in 
the  forty-six  items  for  which  they  now  share  responsibility. 

In  addition,  they  reported  that  assistant  principals  should 
have  responsibility  in  another  seventeen  items.  These  are 
shown  in  rank  order,  show'ing  those  most  frequently  reported 


first. 


* 

. 


. 


. 
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TABLE  XVII 


PRIMARY  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  HAVE, 
REPORTED  BY  MAJORITIES  OE  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS 
(TOTAL  N  a  93) 


Percentage 
Indicating 
Number  Duty  a  Pri- 

Itern  Report-  mary  Res- 

ing_ ponsibility 


Taking  charge  of  school  in  principals 
absence 

Controlling  pupils  outside  classrooms 
Planning  school  concerts,  programs 
Dealing  with  pupils  sent  for  disciplin¬ 
ing 

Developing  school  philosophy  and  policies 
Participating  in  the  Home  and  School 
Assoc iation 
Allocating  playgrounds 
Planning  extracurricular  activities 
Managing  the  supply  room 
Supervising  pupil  promotion 
Acting  as  liaison  between  principal  and 
staff 

Planning  staff  meetings 
Looking  after  school  inventories 
Helping  with  teacher  discipline  problems 
Compiling  and  checking  attendance  returns 
Planning  school  bulletins  and  notices 
Orienting  new  teachers 
Requisitioning  and  ordering  school 
supplies 

Looking  after  substitute  teachers 
Counselling  pupils 

Conferring  with  parents  about  pupils 
Checking  pupil  transfers 

Helping  with  teacher  instruction  problems 
Handling  pupil  accidents  and  reports 
Looking  after  textbook  rental  or  dis¬ 
tribution 
Collecting  money 
Testing  pupils 


72 

98.6 

77 

98.6 

70 

93.4 

77 

92.2 

75 

88.0 

72 

87.5 

71 

87.3 

73 

85.0 

72 

84.7 

69 

84.7 

76 

82.8 

74 

81.1 

71 

78.9 

76 

78.8 

67 

77.6 

73 

76.7 

70 

75.7 

70 

74.2 

73 

72.6 

69 

71.1 

71 

70.5 

73 

69.8 

74 

68.9 

72 

68.1 

73 

67.2 

71 

66.2 

70 

65.6 
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TIB IE  XVII  (contd.) 


Percentage 

Indicating 

Number 

Duty  a  Pri- 

Item 

Report- 

mary  Res- 

i££ 

pons ibility 

Looking  after  lost  and  found 
Developing  school  library 
Checking  school  machines 
Registering  and  placing  new  pupils 
Planning  notices  to  parents 
Scheduling  use  of  building  for  school 
purposes 

Checking  pupil  records 
Looking  after  fire  drill 
Co-ordinating  audio  visual 
Looking  after  pupil  insurance 
Convening  staff  meetings 
Looking  after  school  funds  from  money¬ 
raising  projects 

Taking  charge  of  division  or  area  of 
instruction 

Building  professional  library 
Organizing  traffic  safety  patrol 
Representing  the  school  at  public 
functions 

Checking  on  pupil  attendance 
Supervising  pupils  who  stay  for  lunch 
Developing  school  curricula 


69 

65.2 

73 

64.3 

74 

63.5 

73 

63.0 

73 

61.6 

70 

61.4 

72 

59.7 

69 

59.4 

74 

59.4 

68 

58.9 

75 

58.7 

69 

56.5 

73 

56.1 

72 

55.5 

65 

55.3 

72 

52.8 

72 

51.4 

72 

51.3 

73 

50.6 
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1.  Teaching  demonstration  lessons. 

2.  Arranging  for  teachers  to  observe  lessons. 

3.  Observing  teachers  in  classrooms. 

4.  Arranging  in-service  classes  for  teachers  in  the 
school. 

5.  Conferring  with  teachers  on  work  observed. 

6.  Preparing  school  timetables. 

Assisting  teachers  to  plan  lessons. 

8.  Working  with  supervisors  and  visiting  teachers. 

9.  Looking  after  lockers. 

10.  Keeping  a  record  of  enterprises. 

11.  Participating  in  the  planning  of  new  school  construc¬ 
tion  and  renovation. 

12.  Supervising  the  reporting  of  pupils’  work  to  parents. 

13.  Planning  programs  for  atypical  children. 

14.  Reporting  on  teachers’  work. 

15.  Working  with  police  and  welfare  cases. 

16.  Supervising  school  demands  made  upon  stenographic 
services . 

17.  Recording  teacher  absences. 

Duties  of  ma j or  responsibility  ass  is  tant  principals 
have.  Principals  and  assistant  principals  indicated  that 


assistant  principals  have  a  major  share  of  responsibility  in 


. 

r 

• 
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three  items.  These  are  shown  in  Table  XVIII. 


TABLE  XVIII 

MAJOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  HATE, 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS 
(TOTAL  N  -  93) 


Item 

Number 

Rep  or  t- 
ing 

Percentage 
Indicating 
Duty  a 

Major  Res¬ 
ponsibility 

Taking  charge  of  school  in  prin¬ 
cipal^  absence 

72 

79.2 

Managing  the  supply  room 

72 

59.7 

Allocating  playgrounds 

71 

50.6 

Duties  of  major  resp onsibility  assistant  pr  inc ipals 
should  have.  Six  items  were  reported  as  duties  assistant 
principals  should  have.  Three  of  these  were  considered 
major  responsibilities  already  assumed  by  the  assistant 
principal.  The  additional  duties  recommended  were: 

1.  Acting  as  liaison  between  the  principal  and  staff. 

2.  Organizing  the  traffic  safety  patrol. 

3.  Looking  after  textbook  rental  or  distribution. 

Duties  of  minor  responsibility  assistant  principals 
have.  Twenty— two  items  were  considered  a  minor  responsibility 
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of  the  assistant  principal.  These  are  shown  in  Table  XIX. 


TABLE  XIX 

MINOR  RESPONSIBILITIES  ASSISTANT  PRINCIPALS  HAVE, 
REPORTED  BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS 
(TOTAL  N  =  93) 


Percentage 

Indicating 

Number 

Duty  a 

Item 

Report- 

Minor  Res- 

lag 

ponsibility 

Planning  staff  meetings 
Planning  school  bulletins  and  notices 
Developing  school  philosophy  and  policies 
Dealing  with  pupils  sent  for  disciplining 
Planning  school' concerts ,  programs 
Supervising  pupil  promotion 
Participating  in  the  Home  and  School 
Association 

Helping  with  teacher  discipline  problems 
Orienting  new  teachers 
Looking  after  substitute  teachers 
Handling  pupil  accidents  and  reports 
Conferring  with  parents  about  pupils 
Helping  with  teacher  instruction  prob¬ 
lems 

Checking  pupil  transfers 
Convening  staff  meetings 
Controlling  pupils  outside  classrooms 
Registering  and  placing  new  pupils 
Looking  after  fire  drill 
Planning  notices  to  parents 
Scheduling  use  of  building  for  school 
purposes 

Compiling  end  checking  attendance  returns 
Counselling  pupils 


74 

73.0 

73 

71.2 

75 

70.7 

77 

70.1 

76 

68.4 

69 

68.2 

72 

68.1 

76 

65.7 

70 

65.7 

73 

64.4 

72 

63.9 

71 

63.4 

74 

62.1 

73 

57.5 

75 

56.0 

77 

55.8 

73 

54.8 

69 

53.6 

73 

53.4 

70 

51.4 

67 

50.8 

69 

50.8 
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Duties  of  minor  responsibility  as sis  tant  principals 
should  have .  It  was  thought  that  assistant  principals  should 
have  a  minor  share  of  responsibility  in  twenty- two  of  their 
present  minor  responsibilities  and  twenty- six  additional 
duties.  These  are  listed  with  those  most  frequently  report¬ 
ed  appearing  first. 

1.  Teaching  demonstration  lessons. 

2.  Arranging  for  teachers  to  observe  lessons. 

3.  Observing  teachers  in  classrooms. 

4.  Arranging  in-service  classes  for  teachers  in  the 
school. 

5.  Preparing  school  timetables. 

6.  Conferring  with  teachers  on  work  observed. 

7.  Reporting  on  teachers*  work. 

8.  Working  with  supervisors  and  visiting  teachers. 

9.  Assisting  teachers  to  plan  lessons. 

10.  Supervising  the  reporting  of  pupils’  work  to  parents. 

11.  Developing  school  curricula. 

12.  Looking  after  school  funds. 

13.  Representing  the  school  at  public  functions. 

14.  Supervising  school  demands  on  stenographic  services. 

15.  Taking  charge  of  a  division  or  area  of  instruction. 

16.  Building  a  professional  library. 

17.  Working  with  police  and  welfare  cases. 

18.  Requisitioning  and  ordering  school  supplies. 
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19.  Developing  the  school  library. 

20.  Looking  after  school  libraries. 

21.  Checking  on  pupil  attendance. 

22.  Testing  pupils. 

23.  Checking  pupil  records. 

24.  Checking  school  machines. 

25.  Looking  after  lost  and  found. 

26.  Looking  after  pupil  insurance. 

Duties  in  which  assis tant  principals  have  no  respon¬ 
sibility.  Assistant  principals  had  no  responsibility  in 
twenty- two  of  the  itemized  duties.  These  are  presented  in 
Table  XX. 

Duties  in  which  assistant  princi pals  s hou Id  have  no 
responsibility.  Only  two  items  were  reported  in  this  category 
and  these  were  duties  that  assistant  principals  have  no  res¬ 
ponsibility  for.  The  items  were: 

1.  Supervising  the  caretaker1 s  work. 

2.  Substituting  for  teachers  away  from  their  classrooms. 

Duties  Assistant  Principals  Have  in  Light  General  Areas  of 
Responsibility 

The  primary  duties  assistant  principals  have  are 
shown  under  eight  major  headings. 


Clerical  duties.  Included  under  clerical  duties  were: 


. 


. 


. 
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TABLE  XX 

AREAS  IN  WHICH  ASSISTANT  PRINCIPALS  HAVE  NO  RESPONSIBILITY, 
REPORTED: BY  MAJORITIES  OF  PRINCIPALS  AND 
ASSISTANT  PRINCIPALS 
(TOTAL  N  =  93) 


Percentage 

Number 

Indicating 

Item 

Report- 

No  Respon- 

in,g  

sibility 

Rating  teachers 
Looking  after  lockers 

Arranging  for  teachers  to  observe  lessens 
Participating  in  the  planning  of  new 
school  construction  and  renovation 
Teaching  demonstration  lessons 
Planning  programs  for  atypical  children 
Supervising  care taker* s  work 
Reporting  on  teachers*  work 
Arranging  in-service  classes  for  teachers 
in  school 

Keeping  record  of  enterprises 
Substituting  for  teachers  away  from 
their  classrooms 

Supervising  school  demands  on  steno¬ 
graphic  services 

Observing  teachers  in  classrooms 
Conferring  with  teachers  on  work  observed 
Preparing  timetables  in  departmentalized 
schools 

Working  with  police  and  welfare  cases 
Supervising  the  reporting  of  pupils* 
work  to  parents 
Recording  teacher  absences 
Assisting  teachers  to  plan  lessons 
Working  with  supervisors  and  visiting 

teachers 


71 

87.3 

59 

86.4 

71 

81.8 

67 

80.6 

72 

77.7 

69 

76.8 

70 

75.7 

72 

75.0 

71 

74.7 

73 

74.0 

73 

72.7 

66 

71.2 

73 

68.5 

72 

64.0 

69 

63.8 

69 

62.3 

67 

61.2 

74 

56.8 

73 

53.4 

73 

50.6 

. 


* 
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1.  Looking  after  school  inventories. 

2*  Compiling  and  checking  attendance  returns. 

3.  Checking  pupil  transfers. 

4.  Handling  pupil  accidents  and  reports. 

5.  Looking  after  textbook  rental  or  distribution* 

6.  Collecting  money. 

7.  Looking  after  lost  and  found. 

8.  Checking  school  machines. 

9.  Registering  and  placing  new  pupils. 

10.  Checking  pupil  records. 

11.  Looking  after  pupil  insurance. 

12.  Looking  after  school  funds. 

13.  Checking  on  pupil  attendance. 

School  organization  and  management.  Duties  of  school 
organization  and  management  performed  were: 

1.  Taking  charge  of  the  school  in  the  principals  absence. 

2.  Developing  school  philosophy  and  policies. 

3.  Allocating  playgrounds. 

4.  Managing  the  supply  room. 

5.  Planning  staff  meetings. 

6.  Planning  school  bulletins  and  notices. 

7.  Requisitioning  and  ordering  school  supplies. 

8.  Scheduling  the  use  of  the  building  for  school 
purposes . 


. 
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9.  Looking  after  fire  drill. 

10.  Convening  staff  meetings. 

11.  Organizing  the  traffic  safety  patrol. 

12.  Supervising  pupils  who  stay  for  lunch. 

^upil  personnel.  Pupil  personnel  duties  performed 

were : 

1.  Controlling  pupils  outside  classrooms. 

2.  Dealing  with  pupils  sent  for  disciplining. 

3.  Supervising  pupil  promotion. 

4.  Counselling  pupils. 

5.  Testing  pupils. 

Teacher  personnel .  Duties  performed  under  teacher 
personnel  were : 

1.  Acting  as  liaison  between  principal  and  staff. 

2.  Helping  with  teacher  discipline  problems. 

3.  Orienting  new  teachers. 

4.  Looking  after  substitute  teachers. 

5.  Helping  with  teacher  discipline  problems. 

Public  relations.  Public  relations  duties  carried 
out  were : 

1.  Participating  in  the  Home  and  School. 

2.  Conferring  with  parents  about  pupils. 

3.  Planning  notices  to  parents. 


. 
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4*  Representing  the  school  at  public  functions. 

Instructional  management.  Duties  of  instructional 
management  included: 

1.  Developing  the  school  library. 

2.  Co-ordinating  audio-visual. 

3.  Taking  charge  of  an  area  or  division  of  instruction. 

4.  Building  a  professional  library. 

Extracurricular.  Extracurricular  duties  practiced 

were : 

1.  Planning  school  concerts  and  programs. 

2.  Planning  extracurricular  sports,  paper,  clubs,  etc. 

Instruction.  Developing  school  curricula  was  the 
only  duty  carried  out  under  instruction. 

Inherent  Duties  of  Ass  is  tant  Principals 

There  were  five  duties  considered  inherent  to  the 
assistant  principal  of  elementary  and  elementary  junior  high 
schools.  These  were: 

1.  Controlling  pupils  outside  classrooms. 

2.  Taking  charge  of  the  school  in  the  principals  absence. 

3.  Managing  the  supply  room. 

4.  Developing  school  philosophy  and  policies. 

3.  Dealing  with  pupils  sent  for  disciplining. 


Ill 


II. 


DIFFERENCES 


BETWEEN  DUTIES  ASSISTANT  PRINCIPALS  HAVE 


AND  DUTIES  ASSISTANT  PRINCIPALS  SHOULD  HAVE 


When  all  assistant  principals  were  considered  as  one 
category  it  was  found  that  there  were  real  differences 
between  practice  and  what  should  be  practice  in  thirty-one 
separate  items.  In  each  instance,  the  indication  was  that 
the  assistant  principal  should  participate  more  in  the  item. 

The  chi  square  test  was  used  to  test  for  differences 
which  were  considered  significant  at  the  .01  level. 

The  items  in  which  differences  occurred  are  listed 
showing  those  where  differences  were  greatest,  first. 

1.  Teaching  demonstration  lessons. 

2.  Arranging  for  teachers  to  observe  lessons. 

3.  Observing  teachers  in  classrooms. 

4.  Arranging  in-service  classes  for  teachers  in  the 
school. 

5.  Conferring  with  teachers  on  work  observed. 

6.  preparing  timetables  in  departmentalized  schools. 

7.  Assisting  teachers  to  plan  lessons. 

8.  Working  with  supervisors  and  visiting  teachers. 

9.  Looking  after  lockers. 

10.  Keeping  a  record  of  enterprises. 

11.  Participating  in  the  planning  of  new  school  con¬ 
struction. 

12.  Supervising  the  reporting  of  pupils*  work  to  parents. 
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13.  Taking  charge  of  a  division  or  area  of  instruction* 

14.  Planning  programs  for  atypical  children. 

15.  Developing  school  curricula. 

16.  Convening  staff  meetings. 

17.  Reporting  on  teachers '  work. 

18.  Building  a  professional  library. 

19.  Representing  the  school  at  public  functions. 

20.  Developing  the  school  library. 

21.  Working  with  police  and  welfare  cases. 

22.  Checking  on  pupil  attendance. 

23.  Supervising  school  demands  on  stenographic  services. 

24.  Planning  notices  to  parents. 

25.  Organizing  the  school  traffic  safety  patrol. 

26.  Cheeking  school  machines. 

27.  Co-ordinating  audio-visual. 

28.  Helping  with  teacher  instruction  problems. 

29.  Looking  after  textbook  rental  or  distribution. 

30.  Planning  staff  meetings. 

31.  Looking  after  school  funds. 

III.  MAJOR  ARLAS  IN  WHICH  ASSISTANT  PRINCIPALS  SHOULD 

HAVL  MORN  RESPONSIBILITY 

Principals  and  assistant  principals  considered  that 
assistant  principals  should  be  doing  more  in  thirty-one 
duties  in  which  they  presently  have  some  responsibility. 


. 
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These  duties  represent  seven  out  of  the  eight  major  areas 
recognized  in  this  study.  The  emphasis  given  to  each  area 
is  shown  under  eight  major  headings. 

Instructional  management .  Principals  and  assistant 
principals  indicated  significantly  that  assistant  principals 
should  participate  more  in  eight  of  the  nine  duties  in  this 
category. 

Instruction.  More  participation  was  expected  in 
five  out  of  the  seven  duties  associated  with  instruction. 

Public  relations ♦  More  participation  was  suggested  in 
three  of  the  five  duties  relating  to  public  relations. 

School  organization  and  management.  Assistant  prin¬ 
cipals  were  expected  to  participate  more  in  seven  of  the 
seventeen  items  included  in  school  organization  and  management. 

Clerical  duties .  More  participation  was  expected  in 
five  of  the  fifteen  clerical  duties. 

Teacher  personnel.  Two  items  under  teacher  personnel 
were  recommended  for  more  emphasis. 

Pupil  personnel.  Assistants  should  have  more 
responsibility  in  one  of  the  six  items  under  pupil  personnel. 


Extracurricular  activities.  No  more  participation 


* 


was  suggested  in  extracurricular  activities. 
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IV.  CONFLICTS  BETWEEN  PRINCIPALS  AND  ASSISTANT 
PRINCIPALS  CONCERNING  DUTIES  OF  ASSISTANT  PRINCIPALS 

Principals  and  assistant  principals  were  in  close 
agreement  in  their  interpretations  of  the  assistant  princi¬ 
pal^  responsibilities.  Significant  differences  appeared  in 
only  three  items. 

Principals  and  assistant  principals  did  not  agree 
when  it  came  to  reporting  on  teachers1  work.  Twenty  out  of 
twenty-seven  or  77.8  per  cent  of  the  principals  wanted  their 
assistants  to  report  on  the  work  of  teachers.  Only  twenty 
out  of  forty-five  or  44.4  per  cent  of  the  assistants  thought 
they  should  report  on  teachers*  work.  Seventeen  out  of 
thirty  or  56.7  per  cent  of  the  principals  thought  assistant 
principals  had  no  responsibility  in  this  item,  but  thirty-six 
out  of  forty- two  or  88.8  per  cent  of  the  assistants  said  they 
had  no  responsibility  in  reporting  on  the  work  of  teachers. 

There  was  some  disagreement  over  assistant  principals 
helping  with  teacher  discipline  problems.  Nineteen  out  of 
thirty  or  63.3  per  cent  of  the  principals  thought  assistants 
had  some  responsibility  in  this  item.  Forty-six  or  89.2  per 
cent  of  the  assistant  principals  reported  some  responsibility 
for  the  item.  Forty-three  per  cent  of  the  principals  con¬ 
sidered  that  assistant  principals  had  a  minor  share  of 


it 
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responsibility  in  helping  teachers  with  discipline  problems. 
Eighty  per  cent  of  the  assistant  principals  said  they  had  a 
minor  share  of  responsibility  in  this  duty. 

There  was  a  difference  of  opinion  in  the  partici¬ 
pation  of  assistant  principals  in  developing  the  school 
library.  A  minority  (48.2  per  cent)  of  twenty-nine  princi¬ 
pals  thought  assistant  principals  should  have  a  minor  res¬ 
ponsibility  in  developing  the  school  library.  Eighty-one 
per  cent  of  forty- two  assistant  principals  thought  they 
should  have  a  minor  share  of  responsibility  in  this  duty. 

Y.  ADMINISTRATIVE  TIME  OF  ASSISTANT  PRINCIPALS 


Principals  and  assistant  principals  estimated  that 
assistant  principals  averaged  169  minutes  per  day  on  the 
questionnaire  items. 

About  one-quarter  of  the  total  estimated  time  was 
spent  on  six  items  that  individually  took  the  greatest 
amounts  of  time.  These  were: 

1.  Controlling  pupils  outside  classrooms. 

2.  Planning  extracurricular  activities. 

3.  Counselling  pupils. 

4.  Managing  the  supply  room. 

5.  Testing  pupils. 

6.  Developing  school  philosophy  and  policies. 

About  50  per  cent  of  the  total  estimated  time  was 
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spent  on  these  six  items  and  ten  others  which  ranked  next  in 
time  spent  on  them  individually.  These  ten  were: 

1.  Taking  charge  of  the  school  in  the  principal's 
absence . 

2.  Dealing  with  pupils  sent  for  disciplining. 

3.  Looking  after  school  inventories. 

4.  Requisitioning  and  ordering  school  supplies. 

5.  Supervising  pupils  who  stay  for  lunch. 

6.  Helping  with  teacher  discipline  problems. 

7.  Looking  after  textbook  rental  or  distribution. 

8.  Taking  charge  of  a  division  or  area  of  instruction. 

9.  Collecting  money. 

10.  Co-ordinating  audio-visual. 

Another  sixteen  items,  together  with  those  previously 
given,  accounted  for  78  per  cent  of  the  total  time  spent  on 
all  duties.  These  sixteen  were: 

1.  planning  school  concerts  and  programs. 

2.  Compiling  and  checking  attendance  returns. 

3.  Acting  as  liaison  between  principal  and  staff. 

4.  Participating  in  the  Home  and  School. 

5.  Developing  the  school  library. 

6.  Convening  staff  meetings. 

7.  Conferring  with  parents  about  pupils. 

8.  Teaching  demonstration  lessons. 

9.  Looking  after  school  funds. 


. 

. 

• 

117 


10.  Observing  teachers  in  classrooms. 

11.  Planning  staff  meetings. 

IS.  Planning  school  bulletins  and  notices. 

13.  Checking  pupil  records. 

14.  Organizing  the  traffic  safety  patrol. 

15.  Assisting  teachers  to  plan  lessons. 

16.  Orienting  new  teachers. 

A  comparison  of  the  administrative  time  of  four 
categories  of  assistant  principals .  Table  XXI  shows  the 
scheduled  time  assistant  principals  have  to  spend  on  admin¬ 
istrative  duties  and  the  time  assistant  principals  requested 
for  these  duties.  Included  in  the  table  is  the  total 
estimated  time  assistant  principals  spent  on  all  items  in 
the  questionnaire. 

The  estimated  time  spent  on  duties  is  rather  large 
when  compared  with  the  amount  of  scheduled  administrative 
time  assistants  have  available  to  them.  Perhaps  generous 
amounts  of  time  have  been  indicated.  Assistant  principals 
may  use  recesses,  noon  hour  and  time  before  and  after  regular 
school  hours  to  carry  out  administrative  responsibilities. 
Indications  are  that  assistants  sacrifice  some  of  their 
teaching  time  for  administrative  duties. 

Table  XXII  shows  that  nearly  half  of  seventy-six 
principals  and  assistant  principals  thought  that  the  assistant 
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principals  class  was  neglected  because  of  demands  made  upon 
his  teaching  time. 

VI.  PROBLEMS  OF  ASSISTANT  PRINCIPALS 

The  problems  most  frequently  reported  by  principals 
and  assistant  principals  were  five  in  number  and  were  common 
to  all  categories  of  assistant  principals.  They  were: 

1.  The  assistant  principal  is  not  allowed  sufficient 
time  free  from  teaching  to  carry  out  the  administra¬ 
tive  responsibilities  expected  of  him. 

2.  There  is  not  sufficient  time  and  opportunity  for 
assistant  principals  to  learn  school  administration 
on  the  Job. 

3.  The  assistant  principal  assumes  many  responsibilities 
that  could  be  handled  by  the  teaching  staff  or  a 
school  secretary. 

4.  The  assistant  principal  loses  considerable  teaching 
time  because  of  demands  which  take  him  away  from  his 
regular  class. 

5.  The  duties  of  the  assistant  principal  are  not  clearly 


defined. 
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TABLE  XXII 


DO  THE  PUPILS  IN  THE  ASSISTANT  PRINCIPAL’S 
CLASS  SUFFER  BECAUSE  CF  DEMANDS  MADE  UPON 
HIM  DURING  HIS  TEACHING  TIMS? 


Reported  by  Reported  by 

Principal_ Assistant  Principal 


Category 

Number 

Report- 

ing 

Per  Cent 
Yes 

Number 

Per  Cent  Report- 
No  ing 

Per  Cent 
Yes 

Per  Cent 
No 

Elementary, 

Small 

10 

40.0 

60.0 

12 

58.3 

41.7 

Elementary, 

Large 

10 

40.0 

60.0 

9 

44.4 

55.6 

El.  J.H. , 
Small 

6 

50.0 

50.0 

13 

30.8 

69.2 

El.  J.H. , 
Large 

5 

40.0 

60.0 

11 

81.8 

18.2 

Categor ies 
Combined 

31 

41.9 

58.1 

45 

53.3 

46.7 

•  - 

• 

CHAPTER  IX 


THE  WORKING  SITUATION  AND  BACKGROUND  OF  THE 

ASSISTANT  PRINCIPAL 

lRis  chapter  presents  findings  relating  to  the  work~ 
ing  situation,  experience,  preparation,  and  personal  back¬ 
ground  of  the  assistant  principal#  The  data  are  given  under 
three  major  headings:  the  working  situation  of  the  assistant 
principal;  experience  of  the  assistant  principal;  personal 
and  professional  background  of  the  assistant  principal. 

I.  THE  'WORKING  SITUATION  OF  THE  ASSISTANT  PRINCIPAL 

The  working  situation  of  the  assistant  principal  with 
respect  to  duties  has  been  presented  in  chapters  IV,  V,  VI, 
VII  and  VIII.  In  this  chapter,  the  working  situation  of  the 
assistant  principal  will  be  considered  under  these  headings: 
status  and  responsibility  of  the  assistant  principal;  in- 
service  training  of  the  assistant  principal;  evaluation  of 
the  in-service  training  of  the  assistant  principal;  selecting 
the  assistant  principal. 

Status  and  responsibility  of  the  assistant  principal. 
The  assistant  principal  is  the  person  who  is  next  in  author¬ 
ity  to  the  principal.  His  authority  and  legal  status  are 
apparent  and  are  recognized  by  definition.  His  status 
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derived  from  the  exercising  of  his  function  and  duties, 
however ,  is  not  so  clear.  The  assistant  principal  may,  for 
example,  be  largely  responsible  for  duties  in  which  he  has 
special  competence,  or  he  may  give  considerable  assistance 
to  the  principal  in  carrying  out  his  function.  When  the 
assistant  principal  assumes  this  kind  of  responsibility  and 
it  is  recognized  by  both  administrators,  the  assistant 
principal  becomes  more  like  a  co-worker  having  considerable 
status.  On  the  other  hand,  the  assistant  principal,  who 
for  different  reasons,  is  limited  in  his  administrative 
function,  is  not  likely  to  acquire  status  much  beyond  any 
other  classroom  teacher. 

Tables  XXIII,  XXIV,  XXV,  XXVI  and  XXVII  show  how 
principals  and  assistant  principals  regard  the  status  and 
responsibility  of  assistant  principals.  The  findings  are 
reported  according  to  the  type  of  school  in  which  the  assist¬ 
ant  principal  is  employed.  Opinions  of  principals  and 
assistant  principals  are  reported  separately,  accounting  for 
the  smaller  numbers  in  each  category. 

Table  XXIII  shows  the  status  and  responsibility  of 
assistant  principals  in  small  elementary  schools.  These 
assistants  have  no  time  free  from  teaching,  a  factor  placing 
real  limitations  upon  their  opportunity  to  participate  in 
the  administration  of  the  school.  Very  few  of  the  assistant 
principals  in  this  group  looked  upon  themselves  as  co- 
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TABLE  XXIII 


STATUS  AND  RESPONSIBILITY  OF  THE  ASSISTANT  PRINCIPAL 
OF  SMALL  ELEMENTARY  SCHOOLS,  REPORTED  BY 
PRINCIPALS  AND  ASSISTANT  PRINCIPALS  OF 
SMALL  ELEMENTARY  SCHOOLS 


Reported  Reported  by 
by  Assistant 

Principals  Principals 


(a)  Status  of  the  Assistant 

Principal  _ 

i.  The  principal  and  assist¬ 
ant  principal  work  almost 

as  co-ordinates.  The  assist¬ 
ant  principal  has  nearly  the 
status  of  the  principal 

ii.  The  assistant  principal  is 
a  subordinate  administrator 
with  somewhat  less  status 
than  the  principal 

iii.  The  assistant  principal  is 
somewhat  subordinate  to  the 
principal  with  little  more 
status  than  another  staff 
member  _ 

(b)  Share  in  Administrative  Res¬ 
ponsibility:  _ 

i.  The  assistant  principal  has 

a  large  share  in  the  over 
all  administration  of  the 
school 

ii.  The  assistant  principal  has 
some  share  in  the  over  all 
administration  of  the  school 
iii.  The  assistant  principal^ has 
a  very  minor  share  in  the 
over  all  administration  of 
the  school  — 

(c)  Individual  Responsibility: 

i.  The  assistant  principal  nas_ 
no,  or  very  few,  distinct 
responsibilities  of  his  cui 

ii.  The  assistant  principal  has 
some  distinct  responsibil¬ 
ities  of  his  own 

iii.  The  assistant  principal  nas 
a  great  many  distinct  res¬ 
ponsibilities  of  his  own 


NrlO 

Percentage 


30.0 


60.0 


10.0 

N=10 

Percentage 


10.0 


80.0 


10.0  _ 

N=1Q 

Percentage 

10.0 


60.0 


30.0 


Ns  12 

Percentage 


8.3 


41.7 


50.0 

Ns  11 

Percentage 

27.3 

45.4 

27.4 

N«12 

Percentage 

8.3 


58.3 


33.3 


J 


„ 

, 
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ordinates  with  their  principals.  Half  of  them  thought  they 
had  about  the  same  status  as  classroom  teachers.  Principals, 
however,  indicated  more  status  for  their  assistants.  Prin¬ 
cipals  were  also  slightly  more  generous  in  their  estimates 
of  the  share  assistants  have  in  the  administration  of  the 
school. 

Table  XXIV  deals  with  the  assistant  principals  of 
large  elementary  schools,  where  assistants  receive  1.2  hours 
of  scheduled  administrative  time  a  week.  Assistants  in  this 
group  felt  they  had  more  status  than  assistants  of  small 
elementary  schools.  They  also  felt  that  they  had  more  indiv¬ 
idual  responsibilities  than  principals  thought  they  had. 

Table  XXV  is  concerned  with  assistant  principals  of 
small  elementary  junior  high  schools  who  averaged  3.5  hours 
a  week  of  scheduled  administrative  time.  Both  principals 
and  assistant  principals  in  this  category  indicated  more 
status  for  the  assistant  principal,  but  the  assistant  prin¬ 
cipals  considered  they  had  a  greater  share  in  the  adminis¬ 
tration  of  the  school  than  their  principals  recognized. 

The  status  and  responsibility  of  assistant  principals 
of  large  elementary  junior  high  schools  is  shown  in  Table 
XXVI.  The  assistant  principals  in  this  group  averaged  five 
hours  of  scheduled  administrative  time  a  week.  Principals 
and  assistant  principals  were  in  close  agreement  in  their 
estimates  of  the  assistant’s  status  and  both  administrators 
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TABLE  XXIV 


STATUS  AND  RESPONSIBILITY  OF  THE  ASSISTANT  PRINCIPAL 
OF  LARGE  ELEMENTARY  SCHOOLS,  REPORTED  BY 
PRINCIPALS  AND  ASSISTANT  PRINCIPALS  OF 
LARGE  ELEMENTARY  SCHOOLS 


Rep  or  te  d 
by 

Principals 


Reported  by 
Assistant 
Principals 


Ns  10 

(a)  Status  of  the  Assistant  Prin-  Percentage 
cipal: 

i.  The  principal  and  assist¬ 
ant  principal  work  almost 
as  co-ordinates.  The  assist¬ 
ant  principal  has  nearly  the 

principal  0 

principal  is 


Ns  9 
Percentage 


ii. 


status  of  the 
The  assistant 

a  subordinate  administrator 
with  somewhat  less  status 
than  the  principal 
iii.  The  assistant  principal  is 
somewhat  subordinate  to  the 
principal  with  little  more 
status  than  another  staff 
member 

(b)  Share  in  Administrative  Res- 


22.2 


90.0 


77.8 


10.0 

N=  10 


0 


N-9 


poi 

i. 

asiDiiiiiy:  J 

The  assistant  principal 
has  a  large  share  in  the 
over  all  administration 
of  the  school 

rex 

10.0 

22.2 

ii. 

The  assistant  principal  has 
some  share  in  the  over  all 
administration  of  the  school 

80.0 

55.6 

iii. 

The  assistant  principal  has 
a  very  minor  share  in  the 
over  all  administration  of 

10.0 

22.2 

the  school 

(c)  Individual  Responsibility: 


N* 


i.  The  assistant  principal  has  Percentage  Percentage - 


no,  or  very  few,  distinct 
responsibilities  of  his  own 
ii.  The  assistant  principal  has 
some  distinct  responsibilit¬ 
ies  of  his  own 

iii.  The  assistant  principal  has 

a  great  many  distinct  respon¬ 
sibilities  of  his  own 


10.0 


80.0 


10.0 


0 

55.6 

4:4:  *  4: 


* 
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TABLE  XXV 


STATUS  AND  RESPONSIBILITY  OF  THE  ASSISTANT'  PRINCIPAL 
OF  SMALL  ELEMENTARY  JUNIOR  HIGH  SCHOOLS,  REPORTED  BY 
PRINCIPALS  AND  ASSISTANT  PRINCIPALS  OF 
SMALL  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 


ii 


iii. 


(a)  Status  of  the  Assistant  Prin¬ 

cipal: 

i.  The  principal  and  assist¬ 
ant  principal  work  almost 

as  co-ordinates.  The  assist¬ 
ant  principal  has  nearly  the 
status  of  the  principal 
The  assistant  principal  is 
a  subordinate  administrator 
with  somewhat  less  status 
than  the  principal 
The  assistant  principal  is 
somewhat  subordinate  to  the 
principal  with  little  more 
status  than  another  staff 
member 

(b)  Share  in  Administrative  Res¬ 
ponsibility: 

i.  The  assistant  principal 
has  a  large  share  in  the 
over  all  administration 
of  the  school 

ii.  The  assistant  principal 

has  some  share  in  the  over 
all  administration  of  the 
school 

iii.  The  assistant  principal 

has  a  very  minor  share  in 
the  over  all  administration 
.  of  the  school 

(c)  Individual  Responsibility: 

i.  The  assistant  principal 

has  no,  or  very  few,  dis¬ 
tinct  responsibilities  of 

his  own  .  . 

ii.  The  assistant  principal  has 
some  distinct  responsibil¬ 
ities  of  his  own 

iii.  The  assistant  principal  has 
a  great  many  distinct  res¬ 
ponsibilities  of  his  own 


Reported 

by 

Principals 

Reported  by 
Assistant 
Principals 

N-10 

Percentage 

N-14 

Percentage 

i 

50.0 

28.6 

50.0 

50.0 

0 

21.4 

Nall  H=14 

Percentage  Percentage 

36.4 

42.9 

63.6 

35.7 

0 

21.4 

Nall 

Percentage 

N-14 

Percentage 

0 

7.2 

72.7 

71.4 

27.3 

21.4 

TABLE  XXVI 


STATUS  AND  RESPONSIBILITY  OF  THE  ASSISTANT  PRINCIPAL 
OF  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS,  REPORTED 
SEPARATELY  BY  PRINCIPALS  AND  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 


(a)  Status  of  the  Assistant  Prin¬ 

cipal: 

i.  Tiie  principal  and  assistant 
principal  work  almost  as  co¬ 
ordinates.  The  assistant 
principal  has  nearly  the 
status  of  the  principal 
The  assistant  principal  is 
a  subordinate  administrator 
with  somewhat  less  status 
than  the  principal 
The  assistant  principal  is 
somewhat  subordinate  to  the 
principal  with  little  more 
status  than  another  staff 
member 

(b)  Share  in  Administrative  Respon¬ 
sibility: 

i.  The  assistant  principal  has 
a  large  share  in  the  over 
all  administration  of  the 
school 

The  assistant  principal  has 
some  share  in  the  over  all 
administration  of  the  school 
The  assistant  principal  has 
a  very  minor  share  in  the 
over  all  administration  of 
the  school 

(c)  Individual  Responsibility: 


Reported 

by 

Principals 


Reported  by 
Assis  tant 
Principals 


N=9 


NalO 


ii. 


iii. 


ii 


iii. 


The 
no, 


assistant  principal  has 
or  very  few,  distinct 
responsibilities  of  his  own 
ii.  The  assistant  principal  has 

some  distinct  responsibilities 

of  his  own 

iii.  The  assistant  principal  has  a 
great  many  distinct  responsib¬ 
ilities  of  his  own 


22.2 

20.0 

77.8 

80.0 

0 

0 

N=9 

Percentage 

N»  11 

Percentage 

33.3 

63.6 

66.7 

9.1 

0 

27.4 

Ns?  9  N=9 

Percentage  Percentage 

88.9 


11.1 


22.2 

66.7 

11.1 


4 


■ 


. 


. 
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recognized  the  assistant  principals  of  this  group  as  having 
more  status  than  assistants  in  the  other  groups.  The  assist¬ 
ants  in  this  group  had  the  most  time  scheduled  for  adminis¬ 
trative  duties.  Assistant  principals  thought  they  had  a 
larger  share  in  the  administration  of  the  school  than  their 
principals  thought  they  did.  On  the  other  hand,  principals 
considered  that  assistants  had  more  individual  responsibility 
than  assistants  thought  they  had  themselves. 

From  the  limited  data  available  concerning  the  status 
and  responsibility  of  the  assistant  principal,  two  observa¬ 
tions  are  suggested: 

1.  Principals  rate  assistant  principals  higher  in  status 
than  assistant  principals  rate  themselves. 

2.  Principals  think  their  assistants  have  a  larger  share 
in  the  administration  of  the  school  than  the  assist¬ 
ants  themselves  think  they  have. 

Table  XVII  reports  the  findings  when  the  four  cate¬ 
gories  are  combined  in  one  single  group. 

In-service  training  of  assistant  principals.  George 
Kyte,  in  his  book  "The  Principal  at  Work"  states  that  the 
position  of  the  assistant  principal  should  be  an  in-service 
training  for  the  principalship.1  K.A.  Preuter,  in  his  article 


^George  G.  Kyte,  The  Principal  At  Work  (Boston: 
Ginn  and  Company,  1952)  pp*  373-393. 
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TABLE  XXVII 


STATUS  AND  RESPONSIBILITY  OF  THE  ASSISTANT  PRINCIPAL 
REPORTED  SEPARATELY  BY  PRINCIPALS  AND  ASSISTANT 

PRINCIPALS 


(a) 


Reported 

by 

Principals 


Reported  by 
Assis  tant 
Principals 


Status 

pal: 

i. 


of  the  Assistant  Princi- 


The  principal  and  assistant 
principal  work  almost  as  co¬ 
ordinates*  The  assistant 
principal  has  nearly  the  stat¬ 
us  of  the  principal 
ii.  The  assistant  principal  is  a 
subordinate  administrator  with 
somewhat  less  status  than  the 
principal 

iii.  The  assistant  principal  is 
somewhat  subordinate  to  the 
principal  with  little  more 
status  than  another  staff 
member 

(b)  Share  in  Administrative  Respon¬ 
sibility: 
i 


Ns39 

Percentage 


N=45 

Percentage 


25.7 


20.0 


The  assistant  principal  has 
a  large  share  in  the  over 


all  administration  of  the 
school 

ii.  The  assistant  principal  has 
some  share  in  the  over  all 
administration  of  the  school 
iii.  The  assistant  principal  has 
very  minor  share  in  the  over 
all  administration  of  the 
school 

(c)  Individual  Responsibility: 

i.  The  assistant  principal  has 
no,  or  very  few,  distinct 

responsibilities  of  his  own 
The  assistant  principal  has 
some  distinct  responsibil¬ 
ities  of  his  own 
The  assistant  principal  has 
a  great  many  distinct  res¬ 
ponsibilities  of  his  own 


ii. 


iii 


69.2 

60.0 

5.1 

20.0 

Ns  40 

Percentage 

N*45 

Percentage 

22.5 

40.0 

72.5 

a 

► 

35.6 

5.0 

24.4 

N=40 

Percentage 

Ns  44 

Percentage 

5.0 

9.1 

75.0 

63.6 

20.0 

27.8 

■ 
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"Executive  Development  Within  a  School  System”,  outlines  an 
extensive  internship  program  that  was  developed  to  train 
assistant  principals  in  suburban  Etobicoke.^  The  program 
provides  ior  directed  individual  study,  formal  courses,  and 
personal  conferences  with  the  superintendent,  all  of  which 
are  aimed  at  improving  the  assistant  principal  in  his 
administrative  work. 

It  was  not  the  purpose  of  this  thesis  to  make  a 
detailed  investigation  of  the  preparation  and  training  of 
assistant  principals,  for  this  would  constitute  a  major 
study  in  itself.  However,  an  attempt  was  made  to  find  out 
what  administrative  training  assistant  principals  receive 
in  their  school  systems.  In  addition,  opinions  were  obtained 
on  the  value  principals  and  assistant  principals  attached  to 
the  training  provided. 

Table  XXVIII  shows  the  training  procedures  practised 
within  the  school  systems.  The  same  table  indicates  the 
value  attached  to  each  training  method. 

Evaluation  of  the  in-service  training  of  the  assist- 
principal .  Indications  were  that  tne  most  practiced  and 
most  valuable  type  of  administrative  in-service  training  was 
informal  conference  hold  between  the  principal  and  assist— 


^Kenneth  A.  Preuter,  "Executive  Development  Within 
A  School  System,"  Canadian  Education,  February  1946,  pp. 
30- 39 . 
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TABLE  XXVIII 

PREPARATION  OF  THE  ASSISTANT  PRINCIPAL  FOR  GREATER 
RESPONSIBILITY  IN  EDUCATIONAL  ADMINISTRATION 
REPORTED  BY  PRINCIPALS  AND  ASSISTANT 

PRINCIPALS 


Training  Practised  Training  Considered 
_ Valuable _ 

Reported  Reported  by  Reported  Reported  by 
by  Assistant  by  Assistant 

Principals  Principals  Principals  Principals 
Type  of  N»31  N=46  N=31  N=46 

Training _ Percentage  Percentage  Percentage  Percentage 


1.  School  Sys¬ 

tem  offers 
special 
training 
courses  in 
administra¬ 
tion  35.5 

2.  The  assist¬ 

ant  princi¬ 
pal  attends 
regular  meet¬ 
ings  of  the 
administra¬ 
tor*  s  assoc¬ 
iation  54.9 

3.  The  principal 

schedules  ac¬ 
tivities  which 
provide  valu¬ 
able  exper¬ 
ience  in  educa¬ 
tional  adminis¬ 
tration  48.4 

4.  The  principal 
and  assistant 
principal  con¬ 
fer  informally 
on  matters  of 
educational 
administration  93.5 


37.0 


65.2 


30.4 


80.4 


45.2 


16.1 


35.  5 


67.7 


28.9 


19.6 


37.0 


54.3 


. 


* 


‘ 


* 
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ant  principal.  Table  XXVIII  suggests  too,  that  at  the  time 
of  the  investigation,  all  assistant  principals  were  not 
included  in  the  regular  administrators1  meetings. 

The  special  training  offered  by  one  of  the  school 
systems  took  the  form  of  an  administrators’  workshop  where 
sessions  were  held  over  a  two  week  period.  The  course  was 
not  an  annual  undertaking. 

Assistant  principals  evaluated  the  assistant  princi- 
alship  as  preparation  for  greater  responsibility  in  adminis¬ 
tration.  This  evaluation  is  shown  in  Table  XXIX. 

Selecting  the  assistant  principal.  It  is  often  sug¬ 
gested  that  the  assistant  principal  should  be  chosen  locally 
by  the  school  staff  and  principal.  Schuster  and  Wetzler 
suggest  that  the  assistant  principal  should  be  chosen  by  a 
committee  of  the  school  staff  and  principal,  with  the  prin¬ 
cipal  making  the  final  choice.  The  advantage  of  making 
assistant  principalship  appointments  this  way,  say  Schuster 

and  Wetzler,  is  that  there  is  more  likelihood  of  getting 

3 

better  co-operation  from  the  group. 

There  are  arguments  that  could  be  used  for  and  against 
this  method  of  appointing  assistant  principals,  but  these 

3Albert  H.  Schuster  and  Wilson  F •  Wetzler,  Leader¬ 
ship  in  Llementary  School  Administration  (Boston: 

Houghton  Mifflin  Company,  1958)  p*  447. 


. 

. 
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EVALUATION  OF  THE  POSITION  OF  ASSISTANT  PRINCIPAL 
AS  PREPARATION  FOR  GREATER  RESPONSIBILITY  IN 
EDUCATIONAL  ADMINISTRATION,  REPORTED  BY 
ASSISTANT  PRINCIPALS 
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will  not  be  presented  here.  The  important  consideration,  it 
seems,  should  be  placing  the  assistant  principal  in  a  situ¬ 
ation  where  he  and  those  associated  with  him  will  do  their 
most  effective  work.  It  seems  reasonable  to  expect  that 
this  desirable  situation  can  be  more  readily  realized  when 
the  principal  is  consulted  in  the  appointment  of  his  assist¬ 
ant. 

The  findings  in  Table  XXX,  at  least  in  the  opinions 
of  principals  and  assistant  principals,  indicate  that  includ¬ 
ing  the  principal  in  choosing  the  assistant  principal  for  the 
school,  is  desirable.  However,  school  staffs  and  assistant 
principals  do  not  appear  to  enter  significantly  into  the 
selection  of  assistant  principals. 

II.  EXPERIENCE  OF  THE  ASSISTANT  PRINCIPAL 

The  teaching  experience  of  assistant  principals  is 
presented  under  the  following  headings:  total  teaching 
experience;  kind  of  teaching  experience;  teaching  experience 
with  the  present  board  prior  to  appointment  as  an  assistant 
principal. 

Total  teaching  experience.  The  total  teaching 
experience  of  assistant  principals  is  summarized  in  Table  XXXI. 
Teaching  experience  is  shown  in  five  year  intervals  for  each 
category  of  assistant  principals. 


* 
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TABLE  XXX 

SELECTION  AGENCIES,  IN  ADDITION  TO  THE  CENTRAL  OFFICE 
THAT  ACTUALLY  PARTICIPATE  AND  SHOULD  PARTICIPATE  IN 
CHOOSING  THE  ASSISTANT  PRINCIPAL  FOR  THE  SCHOOL, 
REPORTED  BY  PRINCIPALS  AND  ASSISTANT  PRINCIPALS 


Percentages  of  31  Prin-  Percentages  of  44  Assist- 
Selection  cipals  Indicating  Par-  ant  Principals  Indicating 
Agency  ticipation  of  Each  Participation  of  Each 

Selection  Agency _ Selection  Agency _ 


Actually  Should  Actually  Should 

Participate  Participate  Participate  Participate 


Principal 

18.9 
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Categories 

Combined  39  15*4  23*1  25*6  23»1  10*3 
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At  the  time  of  the  study  responding  assistant  prin¬ 
cipals  on  the  average  had  taught  about  seventeen  years* 

teaching  experience *  Figure  1  shows  the 
average  amount  of  experience  assistant  principals  had  in 
elementary,  junior  high,  and  senior  high  school  grades*  The 
total  experience  is  also  indicated  for  purposes  of  comparison. 

Assistant  principals  of  small  elementary  schools 
gained  most  of  their  teaching  experience  in  elementary  grades. 
High  school  experience  increased  in  each  of  the  other  cate¬ 
gories,  with  assistant  principals  of  the  large  elementary 
junior  high  schools  having  the  most  high  school  teaching 
background. 

Teaching  experience  with  the  present  board  prior  to 
appointment  as  an  assistant  pr incipal*  Assistant  principals 
taught  about  seven  years  in  their  school  systems  before  re¬ 
ceiving  their  appointments  as  assistants,  according  to  Table 
XXXII. 

It  may  be  noted  that  most  of  the  appointments  were 
made  in  the  elementary  schools  when  assistants  had  five  or 
fewer  years  of  teaching  experience  in  their  own  school 
systems.  Host  of  the  appointments  in  the  elementary  junior 
high  schools  occurred  for  people  who  had  from  six  to  ten 
years  of  teaching  experience. 


- 

\  *. 


AVERAGE  OF  TOTAL,  ELEMENTARY,  JUNIOR  HIGH  AND  SENIOR  HIGH 
TEACHING  EXPERIENCE  OF  THIRTY- NINE  ELEMENTARY  AND 
ELEMENTARY  JUNIOR  HIGH  SCHOOL  ASSISTANT  PRINCIPALS 
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HI*  PERSONAL  AND  PROFESSIONAL  BACKGROUND 
OF  ASSISTANT  PRINCIPALS 

The  findings  dealing  with  the  personal  and  profes¬ 
sional  background  of  assistant  principals  are  reported  as: 
ages  of  assistant  principals;  ages  of  assistant  principals 
at  the  time  of  their  appointment  as  assistant  principals; 
sex  and  marital  status  of  assistant  principals;  years  of 
training  of  assistant  principals  and  special  qualifications 
of  assistant  principals. 

Ages  of  ass  is  tant  principals.  The  ages  of  assistant 
principals  as  they  were  given  in  May  1958  are  summarized  in 
Table  XXXIII.  Ages  are  shown  in  each  category  in  four  year 
intervals . 

The  average  age  of  assistant  principals  in  1958 
was  approximately  forty-one  years.  Most  of  the  assistant 
principals  of  small  elementary  schools  are  female  and  rarely 
become  principals.  This  would  account  for  the  greater  number 
of  assistant  principals  in  this  category  belonging  to  a  higher 
age  group. 

Ages  of  assis tant  principals  at  the  t ime  of  their 
appointment  as  assis  tant  pr inci pals »  There  was  not  much 
difference  in  the  average  age  at  which  assistants  in  the  four 
categories  received  their  appointments  as  assistant  principals. 
Table  XXXIV  indicates  that  the  average  age  of  appointment  for 
all  groups  was  about  thirty-eight  years. 


. 

AGES  OF  ASSISTANT  PRINCIPALS  OF  ELEMENTARY  AND 
ELEMENTARY  JUNIOR  HIGH  SCHOOLS,  MAY  1958 
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Most  of  the  appointments,  on  the  average,  occurred 
for  the  people  who  were  between  the  ages  of  forty  and  forty- 
four. 


»^ex  QflQ.  marital  status  of  assistant  principals .  The 
findings  concerning  the  sex  and  marital  status  of  assistant 
principals  are  summarized  in  Table  XXXV. 

Three-quarters  of  all  assistants  reporting  were  men. 
Most  assistant  principals  of  small  elementary  schools  however, 
were  women.  In  categories  which  included  junior  high  school 
rooms,  all  the  assistant  principals  were  male. 

Most  assistant  principals  of  small  elementary  schools 
are  single  women,  but  assistants  in  the  other  categories  are 
predominately  married  men. 

Years  of  training  of  ass  is  tant  principals .  Table 
XXXVI  summarizes  the  years  of  training  assistant  principals 
have  beyond  grade  twelve. 

About  68  per  cent  of  all  assistant  principals  report¬ 
ing  had  one  or  more  university  degrees.  Assistant  principals 
of  small  elementary  schools  had  the  least  training.  The 
amount  of  training  increased  in  each  of  the  other  categories. 

A  majority  of  the  assistant  principals  of  large  eLementary 
schools  had  a  master* s  degree. 

Spe  cialized  training  of  assistant  principals.  Special¬ 
ized  training  refers  to  the  university  major,  grade  level 


;  ;  'woe 


TRAINING  OF  ASSISTANT  PRINCIPALS 
BEYOND  GRADE  XII 


0 

-P 

*4 

P  w 

U  0 

0  -H 

0  <1) 

O  &  Q, 

P  Ph 

P  p 

CO 

Ph  O 

0  0 

0  P  Ph 

^  Q 

Ph-hO 

p 

CO 

a  «a 

0 

0  tH 

0 

o  xi  a 

Ph 

p  p 

O  t£ 
£& 

Ph  o 
0  P  Ph 

fa  -H  O 

-P 

Pd  CO 

0 

0  -H 

0 

& 

Ph 

-p  p 

0  t£ 

Ph  o 

P  0 

0  Pd  u 

O  Q 

,0|  -H  c!) 

-p 

Pd  0 

0  -H 

0  CO 

o  ^d  p. 

0  Ph 

-P  P 

Ph  0 
£  0 

Ph  .  p 
0  Pd  Ph 

Eh  >h 

Ph  -h  cd 

-P 

P  0 

0  -H 

CO 

o^d  a 

P 

-P  0 

O  0 

Ph  o 

^  0 

0  pd  Ph 

£*  >H 

Ph  -hO 

-P 

Pd  0 

0  -H 

o  ^d  P- 

Ph 

p  P 

0  0 

Ph  O 

P  0 

0  Pd  Ph 

O  >H 

f^-HO 

tjo 

p 

*H 

Ph  -p 

0  Ph 

.a  O 

d  a 

pd  0 

S  Pd 

>, 

Ph 

O 

tjD 

0 

P 

0 

O 

<o 


o 

o 

o 

IP 

IP 

to 

02 

• 

• 

• 

o 

CO 

02 

CO 

02 

02 

O 

rH 

• 

• 

• 

• 

?D 

02 

o 

H 

CO 

02 

LO 

rl 

CO 

02 

CO 

H 1 

• 

• 

• 

• 

cs 

02 

CO 

H 

02 

02 

rH 

H 

rH 

• 

• 

O* 

H 

O 

o 

rH 

CO 

CO 

• 

• 

o- 

o 

CO 

o 

02 

1 — f 

1 — 1 

05 

02 

fH 

05 

1 

1 

1  1 

1  t 

a 

a 

d  Pd 

d  p 

0  p 

0 

0 

0  p 

fH 

p£j  0 

■ — i 

0 

H  h>  xJ 

r4  w  0 

1 - 1  ^”3  rP 

j4  W0 

>siH 

t>3  1 — 1 

f>5  *H  rH 

>5  "H  fH 

rH  Ph  o 

0  Ph  O 

HfntdO 

0  Ph  tp  O 

fH  0  O 

CjO  0  O 

i — 1  0  O 

61)0  O 

0  -P  rP 

Ph  P  ,P 

0  -p  Ph  ,p 

Ph  -P  Ph  ,p 

a  P  O 

0  P  O 

d  P  O  o 

0  P  O  o 

03  0  CO 

tA  0  03 

03  0  *h  03 

k-2  0  *h  03 

144 


Categories 

Combined  41  9*6  4*9  17.1  31.7  24.4  12.2 
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specialty  and  special  professional  courses  completed  by 
assistant  principals  at  the  university*  This  training  is 
shown  for  the  four  categories  of  assistant  principals  in 
Tables  XXXVII,  XXXVIII,  XXXIX,  and  XL  listed  in  Appendix  B. 

Most  assistant  principals  of  small  elementary  schools 
specialized  in  elementary  education*  There  was  no  other  par¬ 
ticular  specialty  apparent  in  their  university  majors  or 
special  professional  courses* 

Half  the  assistant  principals  in  large  elementary 
schools  specialized  in  elementary  education  and  a  quarter  of 
them  took;  some  training  in  administration.  Most  of  them 
majored  in  history  and  English. 

Most  assistant  principals  in  the  small  elementary 
junior  high  school  category  considered  themselves  specially 
trained  in  secondary  education.  The  majority  of  this  group 
majored  in  mathematics  and  science.  More  than  a  third  of 
them  had  special  training  in  guidance  work. 

Nearly  all  assistant  principals  of  large  elementary 
junior  high  schools  considered  they  had  special  training  in 
secondary  education,  but  very  little  special  training  at 
the  elementary  level.  This  is  an  interesting  observation, 
since  the  usual  practice  followed  in  large  elementary  junior 
high  schools  is  to  associate  the  assistant  principal  largely 
with  the  elementary  grades.  Assistant  principals  in  this 

had  more  training  in  administration  and  guidance  than 


group 
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in  other  special  fields.  A  majority  of  them  were  mathematics 
and  science  majors  at  university. 


CHAPTER  X 


SUMMARY,  CONCLUSIONS  AND  RECOMMENDATIONS 


The  contents  of  this  chapter  contain  the  highlights 
of  the  findings  derived  from  the  research  on  the  assistant 
principal.  Included  are  the  conclusions  and  recommendations 
arising  from  the  study. 


I .  SUMMARY 

The  assistant  principal  studied  in  this  thesis  is 
the  person  next  in  authority  to  the  principal.  He  is 
employed  in  the  elementary  and  elementary  junior  high  schools 
of  the  larger  urban  public  school  systems  in  Alberta. 

The  information  for  the  study  was  obtained  from  a 
questionnaire  circulated  among  principals  and  assistant  prin¬ 
cipals  of  elementary  and  elementary  junior  high  schools  in 
the  Edmonton,  Calgary  and  Lethbridge  public  school  systems. 

The  summary  of  the  findings  will  be  given  as  they 
apply  to  the  duties  of  the  assistant  principal,  the  working 
situation  of  the  assistant  principal  and  the  background  of 
the  assistant  principal.  This  form  of  presentation  follows 
the  general  organization  of  the  questionnaire  itself.  Each 
of  the  sixty- six  items  in  part  one  of  the  questionnaire  was 
checked  by  principals  and  assistant  principals  as  duties 
they  considered  assistant  principals  have  and  duties  they 
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thought  assistant  principals  should  have.  Principals  and 
assistant  piincipals  estimated  the  time  assistant  principals 
devoted  daily  to  each  duty.  The  working  situation  of  the 
assistant  principal  was  reported  by  both  principals  and 
assistant  principals,  while  information  about  the  personal 
and  professional  background  of  the  assistant  principal  was 
obtained  from  assistant  principals. 

The  findings  will  be  summarized  in  each  of  the  four 
categories  of  assistant  principals  determined  by  the  type 
and  size  of  school  employing  the  assistant  principal  and  for 
assistant  principals  in  general. 

Findings  in  small  elementary  schools.  Assistant 
principals  were  credited  with  a  major  share  of  responsibility 
in  taking  charge  of  the  school  in  the  principal’s  absence 
and  acting  as  liaison  between  the  principal  and  staff.  It 
was  thought  that  assistant  principals  should  have  a  major 
share  of  responsibility  in  planning  extracurricular  activities, 
in  addition  to  the  major  responsibilities  they  already  have. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principals'  attention  and  time  were:  controlling 
pupils  outside  classrooms,  planning  extracurricular  activities, 
developing  school  philosophy  and  policies,  dealing  with  pupils 
sent  for  disciplining  and  collecting  money. 


. 


, 


t 
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There  were  forty-five  duties  in  which  assistant  prin¬ 
cipals  were  assigned  less  than  a  major  share  of  responsibil¬ 
ity.  Their  duties  were  well  represented  in  most  of  the 
general  areas  of  responsibility  recognized  in  this  study. 

The  exceptions  were  mainly  those  duties  having  to  do  with 
assistant  principals  taking  a  direct  and  personal  part  in 
the  instructional  program  of  the  school. 

It  was  indicated  that  assistant  principals  should 
retain  responsibility  in  their  present  duties  and  have  res¬ 
ponsibility  in  more.  Most  of  the  additional  duties  suggested 
would  require  greater  participation  by  the  assistant  in  the 
instructional  program. 

Assistant  principals  of  small  elementary  schools  have 
no  time  scheduled  for  administrative  duties  but  considered 
they  should  have  3.3  hours  a  week  free  from  teaching.  Half 
the  assistant  principals  in  this  group  considered  their 
status  to  be  about  the  same  as  classroom  teachers  and  very 
few  of  them  looked  upon  themselves  as  co-ordinates  with  their 
principals.  Their  individual  responsibilities  were  few,  and 
most  of  them  considered  that  they  did  not  have  a  large  share 
of  responsibility  in  the  administration  of  the  school. 

Two-thirds  of  the  assistant  principals  rated  their 
assistant  principalship  as  good  preparation  for  greater  res¬ 
ponsibility  in  educational  administration. 

Elementary  assistant  principals  gained  most  of  their 


• 
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teaching  experience  in  elementary  schools.  They  are  mostly 
single  women  who  have  taught  for  approximately  seventeen  years 
and  were  appointed  assistant  principals  after  five  or  fewer 
years  of  teaching  in  their  school  systems.  About  one-third 
of  this  group  have  one  degree  while  the  remainder  had  one, 
two,  or  three  years  of  university  training. 

Findings  in  large  elementary  schools.  Assistant 
principals  in  large  elementary  schools  were  considered  having 
a  large  share  of  responsibility  in  taking  charge  of  the 
school  in  the  principal’s  absence,  managing  the  supply  room 
and  controlling  pupils  outside  classrooms.  In  addition  it 
was  thought  assistant  principals  should  have  a  major  share 
of  responsibility  in  looking  after  textbook  rental  or  dis¬ 
tribution,  acting  as  liaison  between  the  principal  and  staff 
and  in  allocating  playgrounds. 

Assistant  principals,  however,  have  some  share  of  res¬ 
ponsibility  in  thirty- three  other  duties.  Principals  and 
assistant  principals  indicated  significantly  that  assistants 
should  have  responsibility  in  duties  related  to  the  school 
instructional  program,  although  very  few  of  these  duties 
were  the  responsibility  of  assistant  principals. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principal’s  attention  and  time  were:  taking  charge 
of  the  school  in  the  principal’s  absence,  controlling 
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pupils  outside  classrooms,  managing  the  supply  room,  acting 
as  liaison  between  the  principal  and  staff  and  dealing  with 
pupils  sent  for  disciplining, 

Assistant  principals  of  large  elementary  schools 
had  1.2  hours  per  week  free  from  teaching  and  would  like  to 
increase  this  amount  to  5.3  hours  a  week. 

Assistant  principals  of  large  elementary  schools 
associated  more  status  with  their  positions  than  assistant 
principals  of  small  elementary  schools  did  with  theirs. 

Most  of  the  assistant  principals  rated  their  assist¬ 
ant  principalship  as  good  or  excellent  training  for  greater 
responsibility  in  educational  administration. 

Assistant  principals  in  large  elementary  schools 
averaged  16.5  years  of  teaching  experience,  most  of  which 
was  gained  in  junior  or  senior  high  school  grades,  spent 
between  five  and  six  years  in  their  school  systems  before 
their  appointment  as  assistant  principals  and  were  appointed 
at  the  average  age  of  37.9  years.  Three-quarters  of  the 
group  were  married  men  and  two-thirds  of  these  had  one  or 
two  bachelor’s  degrees. 

Findings  in  small  elementary  junior  high  schools. 
Assistant  principals  in  this  group  had  a  major  share  of  res¬ 
ponsibility  in  more  duties  and  spent  more  time  on  their  duties 
than  assistant  principals  of  elementary  schools  did.  Major 
responsibilities  included  managing  the  supply  room,  taking 
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charge  of  the  school  in  the  principal’s  absence,  looking  after 
textbook  distribution,  requisitioning  and  ordering  school 
supplies,  controlling  pupils  outside  classrooms  and  allocating 
playgrounds. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principal’s  time  and  attention  were:  controlling 
pupils  outside  classrooms,  managing  the  supply  room,  taking 
charge  of  the  school  in  the  principal’s  absence,  counselling 
pupils,  requisitioning  and  ordering  school  supplies  and 
planning  extracurricular  activities. 

Assistant  principals  of  small  elementary  junior  high 
schools  had  3.5  hours  a  week  of  scheduled  administrative 
time  but  considered  they  needed  eight  hours  a  week  free  from 
teaching  to  carry  out  their  administrative  responsibilities. 

It  was  proposed  that  assistant  principals  in  the  small  element¬ 
ary  junior  high  schools  should  share  in  more  duties,  partic¬ 
ularly  in  duties  of  the  instructional  program. 

About  three-quarters  of  the  assistant  principals  in 
this  group  rated  their  assistant  p rincipalship  as  Oood  or 

excellent  administrative  training. 

All  of  this  group  were  married  men  who  averaged  16.6 

years  of  teaching  experience,  most  of  which  was  gained  in 
the  junior  high  school  grades.  They  were  appointed  assistant 
principals  after  averaging  7.6  years  of  teaching  in  their 
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school  systems.  Appointments  came  at  an  average  age  of 
thirty-eight  years.  Approximately  83  per  cent  of  the  group 
had  one  or  two  bachelor’s  degrees  and  none  held  master’s 
degrees . 


Findings  in  large  elementary  .junior  high  schools. 
Assistant  principals  in  this  group  had  a  major  share  of  res¬ 
ponsibility  in.  taking  charge  of  the  school  in  the  principal's 
absence  and  in  allocating  playgrounds.  It  was  thought  that 
they  should  have  a  major  share  of  responsibility  in  these 
duties  in  addition  to  organizing  the  traffic  safety  patrol 
and  acting  as  liaison  personnel  between  the  principal  and 
staff. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principal’s  time  and  attention  were;  controlling 
pupils  outside  classrooms,  dealing  with  pupils  sent  for  dis¬ 
ciplining,  counselling  pupils,  developing  school  philosophy 
and  policies,  helping  with  teacher  discipline  problems,  plan¬ 
ning  extracurricular  activities,  acting  as  liaison  between 
the  principal  and  staff  and  conferring  with  parents  about 
pupils.  Assistant  principals  of  large  elementary  junior  high 
schools  were  expected  to  be  more  active  in  the  instructional 
program  by  taking  responsibility  in  arranging  for  teachers 
to  observe  lessons,  teaching  demonstration  lessons,  observing 
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teachers  in  classrooms  and  reporting  on  teachers'  work.  More 
responsibility  in  preparing  school  timetables  and  looking 
after  lockers  was  advocated. 

Assistant  principals  in  this  group  have  five  hours  a 
week  scheduled  for  administrative  duties  and  it  was  proposed 
that  this  time  be  more  than  doubled. 

This  group  of  assistant  principals  considered  it  had 
a  large  share  of  responsibility  in  the  administration  of  the 
school.  flighty  per  cent  of  the  assistants  rated  their  assist¬ 
ant  pr incipalship  as  excellent  or  good  training  for  greater 
responsibility  in  school  administration. 

All  assistant  principals  responding  were  married  men 
who  averaged  17.3  years  of  teaching  experience  most  of  which 
was  obtained  in  junior  and  senior  high  school  grades.  They 
were  appointed  assistant  principals  after  averaging  7.4  years 
in  their  school  systems  when  they  had  reached  an  average 
of  38.7  years.  Slightly  over  half  the  responding  assistant 
principals  held  a  master's  degree  and  another  third  of  them 
had  one  or  two  bachelor's  degrees.  The  assistant  principals 
in  this  category  had  the  most  university  training. 

Findings  in  general.  The  major  responsibilities 
applicable  to  assistant  principals  in  general  were  found  to 
be:  taking  charge  of  the  school  in  the  principal's  absence, 
managing  the  supply  room,  and  allocating  playgrounds,  it  v*as 
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considered  that  assistant  principals  should  have  a  major 
responsibility  in  these  duties  in  addition  to  organizing 
the  traffic  safety  patrol,  looking  after  textbook  distribu¬ 
tion  and  acting  as  liaison  between  the  principal  and  staff. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principals  time  and  attent ion  were :  taking  charge 
of  the  school  in  the  principals  absence,  controlling  pupils 
outside  classrooms,  developing  school  philosophy  and  policies, 
managing  the  supply  room,  dealing  with  pupils  sent  for  dis¬ 
ciplining  and  planning  extracurricular  activities. 

Assistant  principals  had  some  share  of  responsibility 
in  forty-six  duties.  Indications  were  that  assistant  prin¬ 
cipals  should  have  more  responsibility  in  sixteen  of  these 
duties  and  should  share  responsibility  in  fifteen  additional 
duties. 

Conflicts  between  principals  and  assistant  principals 
concerning  the  duties  of  assistants  were  very  few.  Ninety- 
four  per  cent  of  the  principals  and  74  per  cent  of  the 
assistant  principals  thought  the  principal  should  participate 
in  selecting  the  assistant  principal  for  the  school. 

Assistant  principals  of  large  elementary  junior  high 
schools  had  the  most  university  training  and  assistants  of 
small  elementary  schools  had  the  least.  As  a  group,  68.5 
per  cent  of  the  assistant  principals  had  degrees,  while  12.2 
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per  cent  of  them  held,  master’s  degrees. 

Of  all  the  assistant  principals  reporting,  72.5  per 
cent  were  married,  men,  25  per  cent  single  women  and  2.5  per 
cent  were  single  men. 

flie  problems  of  assistant  principals  most  frequently 
mentioned  by  principals  and  assistant  principals  were  that 
assistant  principals  lack  the  time  to  perform  and  learn  their 
administrative  function,  and  their  duties  are  not  clearly 
defined.  There  was  close  agreement  between  principals  and 
assistant  principals  in  their  expectations  of  the  duties  of 
the  assistant  principal. 

Principals  and  assistant  principals  in  all  categories 
recommended  that  assistant  principals  should  have  more  time 
scheduled  for  administrative  duties. 

Most  principals  and  assistant  principals  placed  the 
status  of  assistant  principals  between  that  of  the  principal 
and  staff  members.  .Assistant  principals  considered  they  had 
a  larger  share  in  the  administration  of  the  school  than  their 
principals  recognized.  Principals  and  assistant  principals 
agreed  that  assistant  principals  had  few  distinct  responsib¬ 
ilities  of  their  own. 

Principals  and  assistant  principals  agreed  that 
conferences  between  the  principal  and  assistant  principal 
were  the  most  practised  and  most  valuable  kind  of  administra¬ 
tive  training  assistants  received  in  their  school  systems. 
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As  a  combined,  group,  34.5  per  cent  of  the  assistant  principal 
rated  tneir  assistant  principalship  as  excellent  training  for 
greater  responsibility  in  educational  administration,  while 
44.7  per  cent  said  it  was  good  training. 

Few  assistant  principals  and  fewer  principals  thought 
that  principals  participated  in  selecting  the  assistant 
principal  for  the  school. 

II.  CONCLUSIONS 

Two  limitations  should  be  considered  in  formulating 
conclusions  from  this  study.  First,  the  division  of  the 
population  into  four  categories,  when  principals  and  assist¬ 
ant  principals  reported  separately,  achieved  frequencies  that 
limit  generalization  in  certain  areas  beyond  the  actual 
respondents  involved.  Secondly,  it  is  possible  to  generalize 
only  in  terms  of  the  investigating  instrument  used.  Another 
set  of  duties  included  in  the  questionnaire  could  alter  the 
findings  with  respect  to  the  scope  and  share  of  the  assistant 
principal’s  responsibilities. 

A  review  of  the  findings  in  general  shows  a  great 
similarity  in  the  duties  and  working  situations  for  all 
categories  of  assistant  principals  studied.  There  is  no 
clear  indication  that  a  specific  set  of  duties  can  be  identi¬ 
fied  with  any  one  category  of  assistant  principals,  ^.ore 
variation  is  evident,  however,  in  the  training  and  teaching 
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experience  of  assistant  principals. 

Another  general  conclusion  of  interest  concerns  the 
function  of  the  assistant  principal.  Assistant  principals  have 
very  few  duties  for  which  they  can  claim  a  major  share  of  res¬ 
ponsibility.  On  the  other  hand,  they  share  in  a  great  many 
duties.  This  suggests  that  the  function  of  the  assistant 
principal  is  mainly  one  of  assisting  the  principal  in  his 
responsibilities.  By  assuming  the  role  of  the  principal's 
right  hand  man  he  thereby  strengthens  and  supports  the 
function  of  the  principal. 

A  further  examination  of  the  findings  suggests  some 
detailed  conclusions. 

1.  Assistant  principals  have  some  share  of  responsibility 
in  a  great  number  and  variety  of  duties,  but  have  a 
major  share  of  responsibility  in  only  a  few  specific 
duties. 

2.  The  duties  of  the  assistant  principal  are  not  clearly 
defined. 

3.  A  great  deal  is  expected  of  assistant  principals  who 
have  heavy  teaching  loads  and  little  time  scheduled 
for  administrative  duties. 

4.  Principals  and  assistant  principals  are  in  close  agree¬ 
ment  in  their  expectations  of  the  assistant  principal’s 

duties . 

5.  Principals  and  assistant  principals  would  give  the 
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assistant  principal  more  responsibility  in  the 
instructional  program.  This  is  an  interesting 
observation,  since  the  principal,  who  has  not  yet 
accepted  the  responsibility  for  the  school  instruc¬ 
tional  program,  has  already  shown  a  willingness  to 
delegate  this  important  function  to  his  assistant. 

6.  Principals  are  largely  responsible  for  the  adminis¬ 
trative  training  received  by  assistant  principals  in 
their  school  systems. 

7.  Principals  do  not  participate  in  selecting  their 

assistants,  although  they  consider  it  desirable  to  do 
so. 

8.  Most  principals  and  assistant  principals  look  upon 
the  assistant  principal  as  less  than  a  co-ordinate 
worker  with  the  principal. 

Ill .  RECOMMENDATIONS 

The  purpose  of  this  research  has  been  to  help  clarify 
the  duties  of  assistant  principals  in  urban  elementary  and 
elementary  junior  high  schools.  In  the  course  of  the  study, 
many  problems  have  been  suggested  which  relate  directly  to 
the  conclusions  and  recommendations  of  this  thesis.  For 
example,  it  is  difficult  to  indicate  the  role  of  the  assist¬ 
ant  principal  until  the  role  of  the  principal  has  been 
defined.  Considerable  study  has  to  be  given  to  determining 
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the  function  of  the  principal  before  the  duties  of  the  assist¬ 
ant  principal  can  be  finally  decided*  There  is  a  need  too  for 
studies  showing  the  type  of  leadership  principals  provide  in 
their  schools.  The  extent  and  way  that  the  principal  involves 
his  assistant  and  staff  in  organizing  and  sharing  the  many 
and  varied  responsibilities  of  the  school  cannot  be  overlooked 
as  important  considerations  affecting  the  function  and  duties 
ultimately  associated  with  the  assistant  principal.  With 
these  important  considerations  in  view,  and  weighing  the 
findings  and  conclusions  of  this  study,  the  following  recom¬ 
mendations  are  suggested: 

1.  A  prerequisite  in  defining  the  duties  of  the  assist¬ 
ant  principal  is  a  definition  of  the  function  and 
duties  of  the  principal. 

2.  There  is  a  need  for  a  clear  definition  of  the 
function  and  duties  of  the  assistant  principal.  This 
definition  should  have  flexibility  to  allow  for 
individual  school  situations,  but  once  determined  it 
should  be  understood  by  the  principal,  assistant 
principal  and  the  school  staff. 

3.  Assistant  principals  should  have  more  time  free  from 
teaching,  provided  that  their  administrative  function 
and  duties  are  clearly  understood  and  defined. 

4.  Leadership  which  involves  the  principal,  the  assist¬ 
ant  principal  and  the  school  staff  in  the  oiganization 
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and  planning  of  the  whole  school  program,  should 
result  in  the  school  staff  accepting  routine  res¬ 
ponsibilities  often  borne  by  the  assistant  principal. 
This  would  free  the  assistant  principal  for  more 
administrative  responsibilities. 

5.  Assistant  principals  might  be  expected  to  give  better 
service  in  their  schools  if  they  remained  in  them 
longer.  The  present  promotional  system  for  male 
assistants  particularly,  does  not  encourage  this. 
Assistants  are  often  moved  to  larger  schools  or  prin- 
cipalships  just  when  they  have  become  familiar  with 
their  present  schools  and  communities. 

6.  Since  the  assistant  principal  nearly  always  has  an 
elementary  classroom  and  is  associated  with  the 
elementary  school,  assistant  principals  could  be  of 
more  assistance  to  elementary  teachers  if  they  had  an 
up-to-date  and  adequate  background  in  elementary 
education. 

7.  Since  principals  are  responsible  for  most  of  the  in- 
service  administrative  training  of  assistant  principals, 
the  central  office  might  give  principals  some  guidance 
and  assistance  in  this  important  training  program. 

The  research  has  shown  that  assistant  principals  are 
not  accepting  much  responsibility  in  the  instructional  pro¬ 
gram  of  the  school.  Principals  and  assistant  principals, 
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however ,  did  indicate  that  instruction  should  be  a  responsib¬ 
ility  of  the  assistant  principal.  Since  some  degree  of 
readiness  for  assistant  principals  accepting  this  important 
responsibility  has  been  revealed,  a  consideration  is  pre¬ 
sented  in  the  form  of  three  questions: 

!•  Should  the  assistant  principal  assume  the  function 
of  an  instructional  assistant,  responsible  for  the 
school  curriculum? 

2.  Should  the  assistant  principal,  known  perhaps  as  an 
instructional  assistant,  be  selected  on  the  basis  of 
his  competence  in  personally  assisting  teachers  in 
the  instructional  program? 

3.  Should  the  position  of  instructional  assistant  be  a 
terminal  one,  recognized  in  status  and  salary  on  a 
level  close  to  that  of  the  principal? 


CHAPTER  XI 


THE  ASSISTANT  PRINCIPAL  OF  URBAN  ELEMENTARY  AND 
ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

One  method  of  learning  about  what  is  happening  in 
education  is  to  study  what  educationalists  are  doing  in 
their  own  fields.  Through  close  observance  of  the  active 
participants,  opportunities  are  almost  certain  to  come 
for  discovering  some  educational  trend  or  development  that 
might  otherwise  go  unnoticed.  Studies  of  the  responsibilit¬ 
ies  of  status  personnel  in  administrative  and  supervisory 
positions  afford  insights  into  the  forces  which  influence 
and  determine  the  progress  of  education.  One  of  the  humb¬ 
ler  members  in  the  hierarchy  of  educational  administration 
is  the  assistant  principal.  Yet  this  is  an  important  pos¬ 
ition,  since  it  is  often  the  launching  base  for  those  striv¬ 
ing  for  more  advanced  educational  posts.  It  is  of  special 
significance  to  a  study,  however,  since  an  investigation  of 
the  assistant  principal's  duties  holds  the  researcher  very 
close  to  the  fundamental  educational  process  ol  teaching  and 
learning. 

The  assistant  principal  studied  in  this  research  is 
the  person  next  in  authority  to  the  principal.  He  is 
employed  in  the  public  elementary  and  elementary  junior  high 
schools  of  Edmonton,  Calgary,  and  Lethbridge. 
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PROBLEM  AND  METHODOLOGY 

The  main  purpose  of  the  study  is  to  determine  the 
administrative  function  and  duties  associated  with  the  urban 
assistant  principal  and  to  compare  the  present  duties  of 
the  assistant  principal  with  those  expected  of  him.  In¬ 
cluded  in  the  study  is  a  review  of  the  working  situation  and 
background  of  the  assistant  principal. 

The  sources  of  information  for  the  investigation  we re 
the  principals  and  assistant  principals  of  large  Alberta 
urban  centers.  The  information  was  obtained  from  a  question¬ 
naire  completed  by  principals  and  the  assistant  principals 
themselves.  Assistants  reported  on  their  own  personal  and 
professional  backgrounds.  Part  I  of  the  questionnaire  con¬ 
tained  sixty-six  items  that  assistant  principals  might  be 
expected  to  perform.  Respondents  could  check  the  degree 
of  responsibility  they  had  for  each  item  and  estimate  the 
time  spent  on  each  duty  per  day.  Items  were  checked  as  duties 
assistant  principals  have  and  duties  assistant  principals 
should  have.  Part  II  of  the  questionnaire  dealt  with  the 
working  situation  of  the  assistant  principal  which  asked  for 
information  about  the  status  of  the  as  sis  tail  t  pi  incipal,  tne 
administrative  time  of  the  assistant  principal,  the  in-service 
training  and  the  problems  of  the  assistant  Principal* 

In  the  analysis,  a  comparison  was  made  between  the 
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actual  duties  of  the  assistant  principal  and  the  duties 
expected  of  him.  Real  differences  were  arrived  at  by  using 
tne  chi  square  test  and  differences  at  the  .01  level  of 
confidence  were  noted.  Responsibilities  most  frequently 
reported  on  as  duties  of  assistant  principals  and  as  duties 
that  assistant  principals  should  have  were  considered 
inherent  to  the  assistant  pr inc ipalship  if  they  required  an 
above  average  share  of  administrative  time. 

Principals  and  assistant  principals  both  reported 
on  the  problems  of  the  assistant  principal. 

Responses  of  principals  and  assistant  principals  were 
examined  to  determine  if  there  was  conflict  between  the 
principals1  and  assistant  principals1  expectations  of  the 
assistant  principal. 


FINDINGS 

Findings  were  reported  in  five  different  categories: 
findings  in  small  elementary  schools;  findings  in  large 
elementary  schools;  findings  in  small  elementary  junior  high 
schools;  findings  in  large  elementary  junior  high  schools; 
and  findings  in  general. 

Findings  in  small  elementary  schools .  Assistant 


principals  of  small  elementary  schools  were  credited  with  a 
major  share  of  responsibility  in  taking  charge  of  the  school 
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in  the  principal’s  absence  and  acting  as  liaison  between 
the  principal  and  staff.  It  was  felt  that  assistant  princi¬ 
pals  should  have  a  major  share  of  responsibility  in  planning 
the  extracurricular  activities  for  the  school. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant’s  administrative  time  and  attention  were:  controlling 
pupils  outside  classrooms,  planning  extracurricular  activities, 
developing  school  philosophy  and  policies,  dealing  with  pupils 
sent  for  disciplining  and  collecting  money. 

There  were  forty-five  duties  that  assistant  principals 
had  some  responsibility  for  and  it  was  advocated  that  they 
should  have  responsibility  in  others.  More  was  expected  of 
them  in  their  present  duties  as  well.  Most  of  the  additional 
duties  recommended  were  duties  of  the  instructional  program. 

Assistant  principals  of  small  elementary  schools 
have  no  time  scheduled  for  administrative  duties  but  con¬ 
sidered  that  they  should  have  3.3  hours  per  week  free  from 
teaching.  Half  the  assistant  principals  in  this  group  con¬ 
sidered  their  status  to  be  about  the  same  as  classroom 
teachers  and  very  few  of  them  looked  upon  themselves  as  co¬ 
ordinates  with  their  principals.  Their  individual  responsib¬ 
ilities  were  few,  and  most  of  them  considered  that  they  did 
not  have  a  large  share  of  responsibility  in  the  administra¬ 
tion  of  the  school. 
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Two- thirds  of  the  assistant  principals  rated  their 
assistant  principalships  as  good  preparation  for  greater 
educational  responsibility. 

Findings  in  large  elementary  schools .  Taking  charge 
of  the  school  in  the  principal's  absence,  managing  the  supply 
room  and  controlling  pupils  outside  classrooms  were  the  only 
major  responsibilities  of  assistant  principals  of  large 
elementary  schools.  It  was  thought  they  should  have  a  major 
share  of  responsibility  in  looking  after  textbook  rental  and 
distribution,  acting  as  liaison  between  the  principal  and 
staff  and  in  allocating  playgrounds. 

Assistant  principals,  however,  have  some  share  of 
responsibility  in  thirty- three  other  duties.  Principals 
and  assistant  principals  indicated  significantly  that  assist¬ 
ants  should  take  responsibility  in  duties  of  the  instructional 
program.  Very  few  of  these  duties  are  assumed  by  assistant 
principals . 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of 
the  assistants'  attention  and  time  were:  taking  charge  oi 
the  school  in  the  principal's  absence,  controlling  pupils 
outside  classrooms,  managing  the  supply  room,  acting  as  liaison 
between  the  principal  and  staff  and  dealing  with  pupils  sent 


for  disciplining. 
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Assistant  principals  of  large  elementary  schools  had 
1.2  hours  per  week  scheduled  for  administrative  duties  and 
wanted  this  increased  to  5,5  hours  a  week. 

Assistant  principals  of  large  elementary  schools 
associated  more  status  with  their  positions  than  assistant 
principals  of  small  elementary  schools  did  with  theirs. 

Most  of  the  assistant  principals  thought  their 
assistant  pr incipalship  was  good  or  excellent  training  for 
the  principalship. 

Findings  in  small  elementary  junior  high  schools . 
Assistant  principals  in  this  group  had  a  major  share  of 
responsibility  in  more  duties  than  elementary  assistants  did. 
They  also  spent  more  time  on  their  duties.  Major  responsib¬ 
ilities  included:  managing  the  supply  room,  taking  charge  of 
the  school  in  the  principal's  absence,  looking  after  text¬ 
book  distribution,  requisitioning  and  ordering  school  supplies, 
controlling  pupils  outside  classrooms  and  allocating  play¬ 
grounds. 

Assistant  principals  of  small  elementary  junior  high 
schools  had  3.5  hours  a  week  of  scheduled  administrative  time 
but  considered  they  needed  eight  hours  a  wee k  to  carry  out 
their  responsibilities.  It  was  proposed  that  assistants 
should  share  in  more  duties,  particularly  in  those  of  the 


instructional  program. 
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About  three-quarters  of  the  group  rated  their  assist 
ant  prineipalship  as  good  or  excellent  administrative  train¬ 
ing. 


Findings  in  large  elementary  .junior  high  schools. 
Taking  charge  of  the  school  in  the  principals  absence  and 
allocating  playgrounds  were  the  only  major  responsibilities 
attributed  to  assistant  principals  of  large  elementary 
junior  high  schools.  It  was  thought  that  they  should  have 
a  major  share  of  responsibility  in  these  duties  in  addition 
to  organizing  the  traffic  safety  patrol  and  acting  as 
liaison  between  the  principal  and  the  staff. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant's  time  and  attention  were:  controlling  pupils 
outside  classrooms,  dealing  with  pupils  sent  for  disciplining, 
counselling  pupils,  developing  school  philosophy  and  policies, 
helping  with  teacher  discipline  problems,  planning  extra¬ 
curricular  activities,  acting  as  liaison  between  the  princi¬ 
pal  and  staff  and  conferring  with  parents  about  pupils. 
Assistant  principals  were  expected  to  do  more  in  arranging  for 
teachers  to  observe  lessons,  teaching  demonstration  lessons, 
observing  teachers  in  classrooms  and  reporting  on  teachers' 
work.  More  responsibility  in  preparing  school  timetables  and 
looking  after  lockers  was  advocated. 

Assistant  principals  of  this  group  had  five  hours  a 
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we@k  scheduled,  for  administrative  duties  and  it  was  proposed 
that  this  time  be  more  than  doubled. 

This  group  of  assistant  principals  considered  they 
had  a  large  share  of  responsibility  in  the  administration 
of  the  school.  Host  of  the  assistants  were  satisfied  that 
the  assistant  pr incipalship  was  a  good  training  ground  for 
further  administrative  responsibilities. 

Findings  in  general.  The  major  responsibilities 
assumed  by  assistant  principals  in  general  were:  taking  charge 
of  the  school  in  the  principals  absence,  managing  the  supply 
room,  and  allocating  playgrounds.  It  was  felt  that  assist¬ 
ant  principals  should  have  a  major  share  of  responsibility  in 
these  duties  in  addition  to  organizing  the  traffic  safety  patrol, 
looking  after  textbook  rental  and  distribution  and  acting  as 
liaison  between  the  principal  and  staff. 

Duties  that  principals  and  assistant  principals 
attached  most  significance  to  and  which  required  most  of  the 
assistant  principals  time  and  attention  were:  taking  charge 
of  the  school  in  the  absence  of  the  principal,  controlling 
pupils  outside  classrooms,  developing  school  philosophy  and 
policies,  managing  the  supply  room,  dealing  with  pupils  sent 
for  disciplining  and  planning  extracurricular  activities. 

Assistant  principals  had  some  responsibility  in  forty- 
six  duties.  It  was  proposed  that  assistant  principals  should 
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have  more  responsibility  in  sixteen  of  these  items  as  well  as 
sharing  responsibility  in  fifteen  additional  items. 

Conflicts  between  principals  and  assistant  principals 
concerning  the  duties  of  assistant  principals  were  very  few. 

Ninety-four  per  cent  of  thirty-one  principals  and 
74  per  cent  of  forty-four  assistant  principals  thought  the 
principal  should  be  consulted  in  selecting  the  assistant 
principal  for  the  school. 

Assistant  principals  of  large  elementary  junior  high 
schools  had  the  most  university  training  and  assistants  of 
small  elementary  schools  had  the  least.  As  a  group,  68.3 
per  cent  of  the  assistant  principals  had  degrees,  while 
12.2  per  cent  held  master’s  degrees. 

Out  of  forty  assistant  principals  reporting,  72.5 
per  cent  were  married  men,  25  per  cent  single  women  and  2.5 
per  cent  were  single  men. 

The  problems  of  assistant  principals  most  frequently 
mentioned  by  principals  and  assistants  indicated  that  there 
was  not  enough  time  provided  for  assistants  to  learn  and 
perform  their  administrative  responsibilities  and  that  their 

duties  were  not  clearly  defined. 

Principals  and  assistant  principals  recommended  that 
the  assistant  should  have  more  time  scheduled  for  adminis¬ 
trative  duties. 

Princinals  and  assistant  principals  agreed  that 


- 
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conferences  between  the  principal  and  assistant  principal 
were  the  most  practised  and  most  valuable  kind  of  adminis¬ 
trative  training  assistants  received  in  their  school  systems. 
As  a  combined  group,  34.3  per  cent  of  the  assistant  princi¬ 
pals  rated  their  assistant  pr incipalship  as  excellent 
administrative  training,  while  44.7  per  cent  said  the  training 
experienced  was  good. 

Few  assistant  principals  and  fewer  principals  thought 
that  principals  actually  participated  in  selecting  the  assist¬ 
ant  principal  for  the  school. 

CONCLUSIONS 

A  review  of  the  findings  in  general  revealed  a  great 
similarity  in  the  duties  and  working  situations  for  all 
categories  of  assistant  principals  studied.  There  was  no 
clear  indication  that  a  specific  set  of  duties  could  be 
identified  with  any  one  group  of  assistants. 

Assistant  principals  had  very  few  duties  for  vfoich 
they  claimed  a  major  responsibility.  On  the  other  hand, 
they  shared  responsibility  in  a  great  many  duties,  ihis 
suggests  that  the  function  of  the  assistant  principal  is 
mainly  that  of  assuming  the  role  of  the  principal’s  right 
hand  man,  strengthening  and  supporting  the  function  of  the 

principal . 

Some  detailed  conclusions  included: 


. 


. 
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1.  The  duties  of  the  assistant  principal  are  not 
clearly  defined. 

2.  A  great  deal  is  expected  of  the  assistant  principal 
who  has  a  heavy  teaching  load  and  little  time 
scheduled  for  administrative  duties. 

3.  Principals  and  assistant  principals  are  in  close 
agreement  in  their  expectations  of  the  assistant 
principal’s  duties. 

4.  Principals  and  assistant  principals  would  give  the 
assistant  principal  more  responsibility  in  the 
instructional  program  of  the  school. 

5.  Principals  are  largely  responsible  for  the  adminis¬ 
trative  training  of  their  assistants. 

6.  Principals  do  not  participate  in  selecting  their 
assistants  although  they  consider  it  desirable  to  do 
so . 

7.  Most  principals  and  assistant  principals  look  upon 
their  assistants  as  less  than  co-ordinate  workers 
with  the  principal. 


RE  C  OMMENDA T IONS 

The  following  recommendations  were  made  from  the  study 
comple  ted. 

1.  A  prerequisite  in  defining  the  duties  of  the  assiot- 
ant  principal  is  a  definition  of  the  principalship. 
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2.  There  is  a  need  for  a  clear  definition  of  the 
function  and  duties  of  the  assistant  principal. 

This  definition  should  have  flexibility  to  allow  for 
individual  school  situations,  but  once  determined  it 
should  be  understood  by  the  principal,  the  assistant 
principal  and  the  school  staff. 

3.  Assistant  principals  should  have  more  time  free  from 
teaching,  provided  that  their  administrative  function 
and  duties  are  clearly  understood  and  defined. 

4.  Leadership  which  involves  the  principal,  the  assistant 
principal  and  the  school  staff  in  the  organization  and 
planning  of  the  school  program  should  result  in  the 
school  staff  accepting  a  greater  number  of  routine 
resoonsibilities  often  borne  by  the  assistant  princi- 
pal.  This  would  free  the  assistant  principal  for 
administrative  duties  expected  of  him. 

5.  Assistant  principals  might  be  expected  to  give  better 
service  in  their  schools  if  they  remained  in  them 
longer . 

6.  Assistant  principals  could  be  of  more  assistance  to 
elementary  teachers  if  they  had  an  up-to-date  and 
adequate  background  in  elementary  education. 

7.  Since  principals  are  responsible  lor  most  of  the 
in-service  administrative  training  of  assistant 
principals,  the  central  office  might  give  principals 
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some  guidance  and  assistance  in  this  training. 

The  research  has  shown  that  assistant  principals  are 
not  accepting  much  responsibility  in  the  instructional  pro¬ 
gram  of  the  school.  Principals  and  assistant  principals, 
however,  did  indicate  that  instruction  should  be  the  res¬ 
ponsibility  of  the  assistant  principal.  Since  some  degree 
of  readiness  for  assistant  principals  accepting  this  import¬ 
ant  function  has  been  revealed,  a  consideration  is  presented 
in  the  form  of  three  questions: 

1.  Should  the  assistant  principal  assume  the  function 
of  an  instructional  assistant,  responsible  for  the 
school  curriculum? 

2.  Should  the  assistant  principal,  known  perhaps  as 

an  instructional  assistant,  be  selected  on  the  basis 
of  his  ability  to  personally  assist  teachers  in  the 
instructional  program? 

3.  Should  the  position  of  instructional  assistant  be 
a  terminal  on© ,  recognized  in  status  and  salary  on 
a  level  close  to  that  of  the  principal? 
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APPENDIX  A 


Your  superintendent  has  authorized  me  to  make  a  survey 
m  your  school  system,  which,  it  is  hoped,  will  help  clarify  the 
position  of  the  vice -principal .  Your  assistance  is,  of  course,  vital 
to  this  study. 

This  questionnaire  represents  an  attempt  to  determine  the 
function  and  position  of  the  vice -principal  in  Alberta  urban  centers. 

The  data  obtained  from  the  questionnaire  will  be  kept  confi¬ 
dential  as  to  source.  There  is  no  personal  interest  in  the  respondents, 
and  no  attempt  will  be  made  to  identify  persons.  You  are  NOT  asked 
to  submit  your  name. 

Should  you  wish  to  comment  on  special  or  distinctive  develop¬ 
ments  concerning  the  vice-principalship  in  your  school,  please  use 
the  back  of  the  last  page. 

After  completing  the  questionnaire,  please  return  it  in  the 
self-addressed,  stamped  envelope  provided. 

I  thank  you  for  your  assistance  in  this  study. 

Sincerely, 


JDMcL/DL 

Enc.1. 


J.  D.  McLeod, 

6347  -  105A  Street, 
EDMONTON,  Alberta. 
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RT  1.  DUTIES  OF  1 


(a)  Which  position  CJo  you  hold?  Principal  (  ) 

First  Assistant  ( _ )  Second  Assistant  ( _ ) 

(b)  Please  place  a  check  mark  in  each  column  under 
the  appropriate  heading  for  each  listed  item. 

Note:  Duties  refer  to  those  of  the  Vice-Principal 
and  are  in  addition  to  his  classroom  duties. 

DUTY 


1. 

Z. 

3. 

4. 


Teaching  demonstration  lessons 


Observing  teachers  in  classrooms 


Conferring  with  teachers  on  work  observed 


Assisting  teachers  to  plan  lessons 

Developing  school  curricula 


Re  sponsibility 
Vice  -  Principal 
ACTUALLY  HAS 
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Responsibility 
V  ice-Pnncipal 
SHOULD  Have 
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Teache r 
COULD  Have 
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ACTUALLY  SPENT 
On  Item  Per  Day 
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6. 


Arranging  in-service  classes  for  teachers  in  school 


7.  Arranging  for  teachers  to  observe  lessons 


8.  Building  professional  library 

9-  Developing  school  philosophy  and  policies 


10.  Planning  staff  meetings 


11 

12. 


Convening  staff  meetings 


13. 

14. 

15. 


Developing  school  library 


Co-ordinating  audio  visual;  films,  film  library,  etc 


Planning  school  bulletins  and  notices 


1 

T7 


Working  with  supervisors  and  visiting  teachers 


6^  Taking  charge  of  division  or  area  of  instruction 


18. 


Looking  after  textbook  rental  or  distribution 


19; 

20. 

21. 


Checking  school  machines:  duplicators,  record  players 

Keeping  record  of  enterprises 


Preparing  time  tables  in  departmentalized  schools 


22. 

23. 


Recording  teacher  absences 


Looking  after  substitute  teachers 


Orientation  of  new  teachers 


24.  Substituting  for  teachers  away  from  their  classrooms 


25 

26 


Helping  with  teacher  discipline  problems 


Helping  with  teacher  instruction  problems 


27.  Rating  teachers 


28.  Reporting  on  teachers'  work 

29  ““ 

30 


Liaison  between  principal  and  staff 


31. 

32. 


Planning  extra  curricular:  sports,  paper, 

Planning  school  concerts,  programs 


clubs,  etc, 


Pupil  control  outside  classrooms 

^3°  Dealing  with  pupils  sent  for  disciplining 


3  7  = 


39, 

40  = 


DUTY 


Re  sponsibility 
Vice  -  Principal 
ACTUALLY  HAS 


aJ 


Responsibility 
V ice  -  Principal 
SHOULD  Have 


41.  Looking 


Confer: 


44=  Pupil  accidents  and  reports  

45.  Supervising  the  reporting  of  pupils  8  work  to  parents 

Registering  and  placing  new  pupils 

47.  Checking  pupil  records 


Responsibility 
Teacher 
COULD  Have 


Average  T11VLE. 
ACTUALLY  SPENT 
On  Item  Per  Day 


LD 


Planning  programs  for  atypical  children 

50.  Looking  after  lockers 

51. 


53. 

54. 

55. 


57.  Planning  notices  to  parents 

58. 

59-  Looking  after  school  funds  from  money- raising  projects 

Looking  after  school  inventories _ 

61.  Requisitioning  and  ordering  school  supplies 

62.  Managing  the  supply  room 


64. 


Collecting  money  for  workbooks ,  swimming,  tickets,  pills,  etc, 

Taking  charge  of  school  in  principal's 
Supervising  pupils  who  stay  for  lunch _ 

Supe  rvising  school  demands  on  stenographic  services 


PART  2.  THE  STATUS  AND  WORKING  SITUATION  OF  THE  VICE -PRINCIPAL 

1.  Please  check  ONE  statement  in  (a),  (b)  or  (c)  which  describes  best  what  you 
believe  to  be  the  position  of  the  Vice-Principal  in  your  school. 

(a)  Status  of  the  Vice -Principal 

i.  The  principal  and  vice-principal  work  almost  as  co-ordinates.  The 
vice -principal  has  nearly  the  status  of  the  principal . 

ii.  Ihe  vice -principal  is  a  subordinate  administrator  with  somewhat 

less  status  than  the  principal.  . .  ^ 

iii.  The  vice -principal  is  somewhat  subordinate  to  the  principal  with 

little  more  status  than  another  staff  member.  . . .  ( 

(b)  Share  in  Administrative  Responsibility: 

i.  The  vice -principal  has  a  large  share  in  the  over-all  administration 

of  the  school.  .........  .  , 

ii.  The  vice -principal  has  some  share  in  the  over-all  administration 

of  the  school.  ......  ...............  ^ 

iii.  The  vice -principal  has  a  very  minor  share  in  the  over-all 

administration  of  the  school.  ....................  ( 

(c)  Individual  Responsibility. 

i.  The  vice -principal  has  no,  or  very  few,  distinct  responsibilities 

of  his  own. .  ^ 

ii.  The  vice -principal  has  some  distinct  responsibilities  of  his  own.  .  .  ,  ( 

iii.  l. he  vice -principal  has  a  great  many  distinct  responsibilities 

of  his  own.  ....  ^ 

2.  Under  the  present  arrangement,  how  many  actual  hours  PER  WEEK  does  the 
vice -principal  of  your  school  have  free  from  teaching?  ..........  Hours-'( 

3.  How  many  hours  PER  WEEK  should  the  vice -principal  of  your  school  have 

free  from  teaching? .  Hours- { 

4.  What  specific  consideration  is  actually  given  to  preparing  the  vice-principal 
of  your  school  for  greater  responsibility  in  administration?  (Please  check 
one  or  more.  ) 
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(a)  School  system  offers  regular  training  courses  in  administration.  .  . 

(b)  The  vice -principal  attends  regular  meetings  of  the  Administrators' 

Association. . 

(c )  Principal  schedules  activities  throughout  the  year  which  provide 
valuable  experiences  in  administration.  ............... 

(d)  Ihe  principal  and  vice-principal  consult  informally  on  matters  of 

educational  administration.  .  .................... 

Place  an  X  after  the  item  or  items  above  which  you  consider  to  be  most 
valuable  as  training  for  the  vice-principal.  .................. 


S.  Do  you  believe  that  in  the  vice-principal's  class,  his  pupils  suffer  because  of 

demands  made  upon  him  during  his  teaching  time?  .......  .Yes  -  (  )  No-  (  ) 

ACTUALLY  participate  in  selecting  the  vice -principal  for  your  school? 
(Please  check  one  or  more.  ) 

Central  Office  ( _ );  Principal  { _ );  Vice -Principal  ( _ );  Staff  (  ). 

7.  Who  SHOULD  participate  in  selecting  the  vice -principal  for  your  school? 

(Please  check  one  or  more.  ) 

Central  Office  (_ _ );  Principal  { _ );  Vice -Principal  ( _ );  Staff  (  ). 

8.  List  in  order  of  importance  the  three  greatest  problems  of  the  vice -principal  in 
your  school. 

(1) 


(2) 

(3) 


PART  3.  PERSONAL  AND  PROFESSIONAL  BACKGROUND 


1.  Number  of  Elementary  classrooms  in  the  school:  Rooms. 

2.  Number  of  Junior  High  classrooms  in  the  school:  Rooms. 

3.  Grade  level  of  your  home  room: 

4.  Indicate  TRAINING  completed.  ‘Please  check  one  or  more.  ) 

1  Year  { _ );  2  Years  ( _ );  3  Years  { _ ),  B.  A.  ( _ ),  B.  Sc.  ( _ ) 

B .  Ed  { _ );  M.A.( _ );  M.Ed.  ( _ );  M.Sc.  ( _ );  D.  Ed.  ( _ );  Ph.D.  ( _ ). 

4.  Please  indicate  your  SPECIALIZED  training:- 

(a)  University  major: 

(b)  Grade  level  (please  check);  Elementary  (  )  Junior  High  (  ) 

Senior  High  '  ). 

'c)  Other  specialty  (please  check):  Reading  (  );  Curriculum  {  ); 

Administration  (  );  Guidance  (  );  Other 

6.  Is  the  vice -principalship  a  terminal  position  for  you?  Yes  (  )  No  (  ). 

7.  Male  (  )  Female  (  ). 

8.  Married  '  )  Single  ’  ). 

9.  Present  Age: 

10.  Age  on  appointment  to  vice -principal  with  present  board. 

11.  Experience  with  PRESENT  BOARD  as  vice -principal:  Years. 

12.  Other  experience  as  vice -principal:  _  Years. 

13.  Total  teaching  experience:  Years. 

14.  Teaching  experience  with  PRESENT  BOARD  prior  to  appointment  as  vice- 

principal  in  present  school  system:  _  Years. 

15.  Kind  of  teaching  experience:  (Please  indicate  time  where  applicable.  ) 

High  School:  Years;  Junior  High:  _  Years;  Elementary:  _ Years. 

16.  Please  evaluate  the  position  of  vice -principal  in  your  school  as  preparation  for 
greater  administrative  responsibility. 

(Check  one.  )  Excellent  (  );  Good  (  );  Fair  (  );  Poor  (  ). 
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TABLE  XXXVII 


SPECIALIZED  TRAINING-  OF  ASSISTANT  PRINCIPALS 
OF  SMALL  ELEMENTARY  SCHOOLS 

N  *  11 


Specialized  Training 

University  Grade  Level  Other 

Major_ Specialty_ Specialty 


Per 

Cent 

Per 

Cent 

Per 

Cent 

Science 

9.1 

Elementary 

54.7 

Reading 

18.2 

Sociology 

9.1 

Secondary 

27.3 

Mathematics 

9.1 

English 

9.1 

Drama 

9.1 

Administration 

9.1 

TABLE  XXXVIII 

SPECIALIZED  TRAINING  OF  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  SCHOOLS 
N  =  8 


Specialized  Training 


University 

Grade  Level 

Other 

Major 

Specialty 

Specialty 

Per 

Per 

Per 

Cent 

Cent 

Cent 

English  37.5 

Secondary 

62.5 

English 

37.5 

History  12.5 

Elementary 

o 

• 

o 

to 

Administra¬ 

tion 

25.0 

Mathematics , 
Science  37.5 
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TABLE  XXXIX 

SPECIALIZED  TRAINING  OF  ASSISTANT  PRINCIPALS 


OF 

SMALL 

ELEMENTARY  JUNIOR  HIGH 

N  =  11 

SCHOOLS 

Specialized  Training 

University 

Major 

Grade  Level 
Specialty 

Other 

Spe  cialty 

Per 

Cent 

Per 

Cent 

Per 

Cent 

Mathematics , 
Science 

45.5 

Secondary  100.0 

Guidance 

36.4 

History 

18.2 

Elementary  18.2 

Reading 

9.1 

Fine  arts 

18.2 

Administra¬ 

tion 

9.1 

Industrial 

arts 

9.1 

Physical 

education 

9.1 

Music 

9.1 

English 

9.1 
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TABLE  XL 


SPECIALIZED  TRAINING  OF  ASSISTANT  PRINCIPALS 
OF  LARGE  ELEMENTARY  JUNIOR  HIGH  SCHOOLS 

N  =  10 


Specialized  Training 

University 

Crrade  Level 

Other 

Major 

Specialty 

Spec  ialty 

Per 

Per 

Per 

Cent 

Cent 

Cent 

Mathematics, 

science 

60 

Secondary 

90 

Administra¬ 

tion 

40 

History 

20 

Elementary 

10 

Guidance 

40 

English 

10 

Reading 

20 

Curriculum  10 

Psychology  10 

Physical 

education  10 

Music  10 


. 


